








Every essential feature engineered into 
2 great office typewriters! 


De tHe aut-wew Smith-Corona “Eighty-Eight” secretariat 


— for feather-light touch... effortless speed... 






smooth and responsive action 


Secretaries love it because it gets 
them through the busiest days in 

a breeze. Bosses appreciate 

the clean, clear “write.” Instant-Set 
Margins, amazing Page Gage, 

two added keys (four added 
characters) and many, many other 
features speed up the work, 

take the toil out of typing, cut 
down on re-writes. The all-new 
Smith-Corona “Eighty-Eight” 

has everything! 


2. Smith-Corona “Eighty-Eight” carson-riggon TYPEWRITER 


“ 


— a “write” equalling machines costing 
hundreds of dollars more 


This new Carbon-Ribbon gives an 
amazingly clean, crisp, 
print-perfect quality “write” for 
executive letters, reports and 
special presentations. Yet the cost 
is only $40 more than the 
corresponding “Eighty-Eight” 
Secretarial. And — it’s the low-cost 
answer to preparing copy for 
reproduction by offset, multilith, 
and other reproduction processes. 
Here is a truly dual-purpose 
typewriter that solves many office 
problems, at low cost. 


Smith-Corone offers you two great office here's a place for both in your office. 


typewriters. Each is the all-new Smith- 
Corona “Eighty-Eight” but the second has Smith-Corona Inc Syracuse 1 N Y Other fac- 





the amazing Carbon-Ribbon “write” for tories in Toronto, Brussels and Johannesburg 
special correspondence, reports and presen- Makers also of famous Smith-Corona Portable 
tations ... and for the preparation, right in Typewriters, Adding Machines and Cash Reg- 
your office, of copy for reproduction. isters, Vivid Duplicators, Ribbons and Carbons 
pe gg ge 
et Mest Stroudsburs. Pe. Printed in U. 6. 8. A. Gubeerigtion 68 per your, for 2 years, to U. 8. and Possessions. 


Bisewhere $4 «@ year, $6 for 3 years. 350 & copy. 
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your operations?.... 


How long has it been since you've looked over your present forms? Or 
have you just overlooked them, without connecting changing condi- 
tions at your company with the need for changed systems? A thor- 
ough analysis of your operation by a Baltimore Business Forms expert 
can pay unexpected dividends in the form of faster paper work, 
greater internal efficiency and speedier external communications and 
deliveries. The experience gained by Baltimore Business Forms in 
solving countless problems for over 60,000 of the nation’s leading 
business houses can solve yours too. Write us today, requesting sam- 
ples—there’s no obligation, of course. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Baltimore Salesbook Company 


3144 Frederick Avenue, Baltimore 29, Md 
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This small, inexpensive office machine 
is Photostat Corporation’s answer to the 
great and increasing need for dependable, 
casily-operated, money-saving photographic 
office copying. 

It will make three or more black-on- 
white copies up to 82 x 14 in one minute 
ready for immediate use on plain paper 
from one photo-sensitive matrix. 

It takes up less than two square feet 
of floor space on desk or table . . . can be 
used under normal lighting at any time 
by anyone in the office. 


PHOTOSTAT 


299 STATE STREET, ROCHESTER 14, NEW YORK 


PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 








Instant 
Copier 


for use in every 
office .. . anywhere! 


It will copy anything typed, printed, 
written or drawn and is fully guaranteed 
by Photostat Corporation. 

Our trained sales-service representatives 
give instruction in its proper operation. 
They can be your friendly advisors on how 
to meet your copying problems with real 
savings in time and money. 

Write us . . . your inquiry will receive 
our prompt and interested attention. 


CORPORATION 


Service offices in most principal cities 
and in Toronto, Canada 
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For the business man who 





Hae the world is 
half asleep! Men 


who could be making 
twice their present sal- 
iries are coasting along, 
hoping for promotions 
but doing nothing to 
bring themselves force 
tully to the attention of 
anagement 

They're wasting the 
lost fruitful years of 
their business lives 
throwing away thousands 
of dollars they may never 
be able to make up. And 
oddly enough, they don't 
realize—even remotely 
the tragic consequences 
of their failure to forge 
ihead while time is still 
yn their side 

These are the men who are unknowingly headed for the frustrations and the disappoint 
ments of mediocrity. They'll go part way up the ladder and down again by the time they're 
fifty years old. They'll be executive material in their twenties and thirties—and clerks in 
their fifties. They'll have high hopes for themselves and their families while they're young 
but only struggling, skimping and regret later on when their earning power should be at its 
height 
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If you want to discover how to succeed while you are still young—if you want to avoid 
the heartbreak of failure in later years—send today for ‘Forging Ahead in Business’ .. . 
me of the most practical and realistic booklets ever written on the problems of personal ad 
vancement. 

Here you will find—not a ‘'pep talk,’ not an academic lecture—but cold, hard facts on how 
to improve your position and increase your income. You will be told what the qualifications 
of an executive are in today’s competitive market what you must évow to make $15,- 
000, $20,000 or more a year . . . what you must do to accumulate this knowledge 

“Forging Ahead in Business’ was written for mature, ambitious men who seriously want 
to get down to bed-rock in their thinking about their business future If you feel it i: 
meant for you, simply fill in and return the coupon below. Your complimentary copy will be 
mailed to you promptly. 


Send for Your Free Copy of “Forging Ahead in Business’ 
ALEXANDER HAMILTON INSTITUTE 

Dept. 337, 71 W. 23rd Street, New York 10, N. Y. 

In Canada: 57 Bloor St., W., Toronto, Ontario, Canada 

Please Mail Me, Without Cost, a Copy of Your 48-Page Book 


“FORGING AHEAD IN BUSINESS” 








Name 

Firm Name 

1 Business Address 
Position 


' Home Address 
’ 

















New Graybar Cleveland Offices 
Are Audio-Conditioned 


WALTER RUDOLPH 


SPRING Graybar Kleetrie Co 
into tull use of its 
$1 000,000 


IIs 
swing 


new 
integrated 


which Its 


Cleveland 


warehouse and offies manage 


ment ha designated a a “move tor 


tomorrow.” Executives of many ol Gray 


bar’s nationwide outlets contributed to 
the study that preceded construction ot 
the me plant. The materials handling 


warehouse are 
and the 
their 


and lavout of the new 
general 
field of 
which is primarily that of dis 


tributor of 


nid to be « 


olfice fits 


xe mplary 


admirably into 


electrical supplies, appara 


tus and appliances to wholesale buyers 


The new Graybar ollice is also designed 





One of the several 
Graybar Cleveland offices 


mobile units in the new 


It plugs in any 


where and permits paging, tape recording 
playbacks background music etc Wall 
switches channel the sound to loudspeakers 


behind the 


acoustical ceiling 


to do a substantial job of merchandis 


and 


* 


to custome! potential cus 
tomers who will visit there daily. 

W arehousing 81) OOO 
in the new plant and offices 
about 20,000 sq. ft 


space 1s SY It. 
space totals 
Employees number 
104, ineluding 20 outside 
individual 
workers, 


approximately 


salesmen (who have desks), 


1] warehouse and %3 exeeu 
rene ral 
and 
illumina 


possible ) 


tive and office personnel. The 
olhice is complete ly air-conditioned 
hoasts 100 


; 


footcandles overall 
near Shadowless as 
There are 48 5” 
ceiling in the 


1On (as 
speakers concealed 


in an acoustical main 


office as the core of an elaborate inter 
communication and 


paging system for 


employees and visitors. The system e) 
tends into restrooms, private offices and 
trom the othee, 


eateteria TI 


areas segregated main 


such as the 


Is system was 
from the old 
catching the 


where 


designed to get away 


method oft 


“squaw k box’ 


attention of employees, paging 
rather 
harshly to the ears from speakers hung 
here there 


Intercommunication is 


and even music often came 


othee o1 


handled 
in a conversational tone beamed direct 
ly to individuals beneath the speakers 


Both the te lephone 


and throughout an 


plant 


operator and the 
linked 


beginning 


receptionist have microphones 


| 


© this system, but in the 


only the telephone operator will do the 
from the 


wanted. The 


paging, upon word reception 


ist that someone is switeh 
hoard has 28 and 


and 
from the 


lines anyone in the 


office can dial nine eall out, re 


movin’ Pe | work load 


| 


operato! 


and speeding service tremendously. 
Before leaving intercommunieation 

we should look at several other facets 

of the system: it mneludes several mo 


bile, enbinet Typ pieces ol equipment 


hat can play recordings (tape or turn 


able), make recordings on tape, take 
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A Graybar office 
conference. Unilater- 
al microphone on the 
center desk is pick- 
ing up sound and re- 
cording it on tape 
in mobile unit in the 
hallway. Note un- 
plastered, concrete 
block walls which 
saved time and 
money, and provide 
better acoustical 
control. 


movie soundtrack and 
amplify it, amplify a speech, ete. The 
cabinet can be plugged into wall recep 


sound 


Irom a 


tacles at a number of places, including 
a hallway where background musie can 
he played out of sight of an audience, 
demonstration or customer display and 
conterence rooms. 

At loeations where this mobile sound 
unit can be plugged into a wall recep 
tacle, there are also small switch panels 
that enable the distribution of the re 
cordings, speeches and paging through 
the unit to be made in individual areas 
of the office. The intercommunication 
system also has units that 
enable a speaker at a sales meeting or 


ACCeSSOTY 


demonstration, for 
lapel plug in a 
wall address a group 
segregated from other people. Typical 
use-ot the recording ability of the sound 
unit is during a key-group conference, 
where a unilateral microphone (receives 
sound from front and back) is 
record all discussion. 

Fach of the lightweight inside phones 
easy-to keep clean dial 
knob on the bottom which permits indi 
vidual regulation of the loudness of 


instance, to use a 
microphone, insert a 
receptacle and 


used to 


has an and a 
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ring. For persons who give dictation, 
it Is only necessary to hit the reeeiver, 
dial number two, dictate (picked up 


automatically by units at a three-girl 
typing pool), dial three for a playbacl 
dial hold the 


dictation if it is necessary to interrupt 


ot dictation, or tour to 


the letter temporarily. Three persons 
can use the dictation pool simultane 
ously, Others trying to use it will get 
a busy signal 

Outside salesmen should be outside 





Each of Graybar's 20 outside salesmen has 
a desk with inside phone connection. 
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at “We're wasting plenty of 
ee money with old-fashioned 
7» hand collating methods.” 





5 times more 





than it should!” 


“The way | figure it. 
its costing us 














“Take my advice... 


get all the facts about a 
Thomas Collator today!” 





We're all aware of the time and 
energy consumed by the task of hand- 
gathering sales bulletins, price lists 
and other duplicated papers into sets. 
However, what many of us fail to 
realize is that hundreds (and some- 
times thousands) of dollars are 
wasted annually because of old- 
fashioned hand-collating methods. 

But now you can reduce time- 
waste and increase collating efficiency 
as high as 500% with the new, 


© 





simple-to-operate Thomas Collator. 
And it doesn’t matter whether your 
office spends 2 or 200 hours a week 
collating — a Thomas Collator will 
save you time and money and pay for 
itself fast. 


Get all the facts. Simply drop us 
a note today and we'll send you free 
informative literature plus a helpful 
collating analysis sheet. There’s no 
obligation, of course. 


¥ ] , 4 
( WIOWIAS @ olla tors > (re. 
Specialists In Paper Gathering 
| 155 Sales & Service Offices From 
” a Roman. | Coast To Coast A 
able with ‘copocities of from 50 Church St., Dept. B, New York 7, N, Y. 
5 to ins. 
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selling 100° otf the time lo 


about 
make their office work easier and help 
toward obtaining maximum 
about 20 of them at 
have small, compact desks with multiple 
file drawers and individual telephones. 
In phoning, the salesman often must 
make reference to a running inventory 
of stock (physical inventory is taken 
only once yearly) that is maintained at 
a stock board toward the rear 
ot the general office. He that 
hoard immediately by pushing a_ but 
ton on his telephone eradle. (Juotation 


sales re 


sults, Graybar 


center, 


reaches 


men, Who work on contracts for schools, 
ete., are also given telephones with this 
stock board connection, and another to 
the warehouse. 

The general office has two pneumatic 
that greatly streamline 
which were formerly cum 
bersome. For instance, formerly there 
were three cashiers at the city counter, 
of the warehouse where deal 


tube systems 


operations 


a section 


ers could drop in to shop and walk out 
purchases. At the 


with new city 


Two pneumatic tube systems are used by 

Graybar in Cleveland. One for the cashier 

and the other for forms between office and 
warehouse. 
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Salesman with lapel microphone and plug-in 

unit can address a group of prospects directly 

in front of him through ceiling loudspeakers 
beamed only at the group. 


counter, financial and some other pape! 


work on cash orders is done in a small 
area at one side of the general office, 
upstairs above the city counter, with 


tubes doing all the handling. The three 
cashiers are not tied up late afternoor 

checking out cash registers, ete 
The other 


area of the general office, 


tube system connects the 


where inside 


salesmen are located, to the warehouse 


knows the 


Ilere each man accounts ol 
two outside salesmen and the paper 
work necessary to expedite orders 


through the warehouse The 


inside man processes order tickets, and 


procedure 


the paperwork and messages, using a 


tube system directly to the warehou e 
clerks. 

The walls of the entire office area 
are of conerete hlo«l construction. 
Graybar got permission from union 
contractors to have the walls lett free 


of plastering (effecting a construction 


cost savings, since plaster would have 
cost hundreds of dollars) and to use 
spray painting This permitted faster 
completion ol construction because 

1] 





plastering requires a greater time inter 
surrounding work 


val between stages of 
| ne blocks 
than 


eontro!l 


have greater sound absorp 


tion plaster for better acoustical 


The floor of 1 office, constructed to 
facilitate flexrbility in location of ele 
trical and telephone connections, has 9 

just below floor running 
and west North south along 
walls there are 9 This 


ystem interlaces electric and telephone 


ducts level, 


east and 


header ducts. 
wires, so that a desk can be 
anywhere and be 
receptacle through 


moved 

within 8 

which 
tele 


practically 


; 


Ol a floor 


made lor a 


eonnections can be 


fight cancer 
with a CHECK 


and a CHECKUP 


oe 
3 





AMERICAN CANCER SOCIETY ‘Yo 


] ’ 


phone, and/or electric 


electrical 


power to 
ofce equipment. 

We mentioned the 
Graybar products which the new office 
is designed to help. In point, 
utive offices boast several different kinds 
of lighting installations. These can 
be readily shown to prospective cus 
tomers. Watereoolers (about 
them are spotted throughout the office 


merchandising of 


the exec 


seven ot 


area) are of different styles, ready and 


working and demonstrable to visitors 

All heavy and noisy office equipment 
having to do with mailing and duplica 
tion has been segregated in one room 
off to the side of the general office area 
Anothe1 
to provide 
ditions: 12 
With a 


the room daily. 
those 


room is specifically designed 
the best inplant eating con 
four employes . 
hour, 96 use 


tables seat 
lunch 
A eaterer provides hot 
them. Bey 
dishwashers, 


each split 


plates for wanting 
Ve nding machines, 
60 cup 


erage 


and a automatic coffee-maker 


(good for dealer too) are 
other items here 


W omen 


lounge 


meetings, 


employees have a comfort 
with individual lockers, a 
vender, coffee-maker, 
sizeable mirror on wall of the en 
closed area for making up. No smoking 
is allowed in the office itself. In a 
shelving 


able 
beverage and a 


one 


literature room, all is adjust 
able so that when quantities of particu 
] 


lar items are small in one instance, and 


large in another, at any given time, 
accommodation can be made easily. 

note the unusually 
staging in the area 
and 
10-ft. aisle between the 


this area, made possible by 


Finally we might 
flexible facilities for 
set aside for dealer sales meetings 
There is a two 
halves of 
two electrically operated folding parti 
tions to separate the appliance display 


reguiar meeting room. 


in place, people 


room trom the 


With 


can pass to and 


these partitions 
tro, between the yen 


With on 


aisle ean he 


eral olhnce and the warenouse 


partition in place, the 


transtormed into a stage or rostrum by 


rolling mobile platform (collapsible 


tor storage when not in use) into the 


pace to ta the open roon 
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New Frigidaire Water Coolers 


Cooi water for 
pennies a day — 
the trouble-free way 


lrigidaire’s all-electric Toe-Touch Control 
brings an instant flow of cold water. No 
water or electrical current is wasted, thank 
to Flash-O-Matie action. Automatic stream 
regulator compensates for varying wate! 
pressure, Stainless steel top. 


Kight models, including bottle type 





coolers with or without refrigerated storage 
compartment. and new “explosion prool 
model for use in hazardous area 

Call your Frigidaire Commercial Dealer 
or write: Frigidaire. Dayton |. Ohio. In 
Canada, Toronto 13, Ontario 


Frigidair e Water Coolers 


Built and backed by General Motors 
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THE BIG (W)HEEL 


= 


LORAINE JOHNSON 


Certified Professional Secretary. 
Moline, III. 








——— 


HE DIFFERENCE between a 
secretary and a stenographer iS eX 
perience. To acquire experience, a 
stenographer must work for various 
bosses. All bosses are very willing to 
help a stenographer acquire experience 
of all types (especially male bosses). 
WHEEL OF PROGRESS. Some 


bosses are amorous. An amorous boss 





is sensitive and has a tendency to ter 
minate jobs when laughed at. His 


cme is 
lly mK -Uetya 
MODERN ACCURATE DEPENDABLE 


Ajax Quick-Sets are designed for the rapid 
change of numbers, letters, etc. from one 
combination to an entirely different one. 
Machines are extremely reliable and positive 
in nature. Can be supplied with changeable 
word cylinder, changeable slides or fixed die 
plates. Wheels and plates en- 
graved to order with any reading 
matter desired. 
Locating guides and special plat- 
forms for proper registration on 
all kinds of business forms can 
be furnished. 
Send for complete catalog on all 
types of timing, dating and 
numbering machines. 
- 


AJAX TIME STAMP CO., INC. 


368 BROADWAY Manufacturers NEW YORK 13, N. Y. 
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Matched 
Business Stationery 


gets more attention, too! 


Make your business correspondence “sing” 
with a smartly designed heading against a 
background of crisp, sparkling Gilbert new 
cotton fibre paper. A continuity of this quality 
impression carried throughout all of your busi- 
ness correspondence forms will go a long way 
toward telling your customers that yours is a 
well organized and efficient organization. 
Gilbert new cotton fibre bond papers of 
unmatched brightness and crisp cockle finish 
are available through your printing supplier 


Gilbert 


Lancaster, Radiance, Resource, Gilbert Bond Papers 


A GOOD LETTER 


IS ALWAYS BETTER— GILBERT 


PAPER COMPANY 


WRITTEN ON A 


GILBERT BOND 





He KOHLHAAS 
VERT-A-SORT 


GUARANTEES 
... to improve sorting 


... to reduce your 
operating costs 


... to outproduce any 
manual sorter 
on the market 


Send for this FREE 
CIRCULAR! 


TODAY! 


Pin to your ¥ 
Company 
Letterhead 


- -_ 
THE ences 


8012 di Chicago Ave., Chicago 17, 
Telephone BAyport 1-4433 


[] Send us your Informative Circular 

[] Give us name of your Local 
Representative 

Name 

Address 


City ‘sinain 6S 


“armor” to 

pinching. Boss refers to 

stenographer as “Old Ironsides.” 
WHEEL LOCK. Some 


ngrown dispositions. Their office nick 


stenographer wears heavy 


discourage 
bosses have 


name is “Laughing Boy.” Such a boss 
is bullied at home. He has a heart ot 
vold and inside is just a shy little boy 
(he thinks). His stenographer quickly 
vulnerability and 
hin. Tears reduce him to a quivering 
mass of lemon Jello. The following day 
he will snarl at the bookkeeper (male) 

WHEEL BASE. Some bosses have 
so-called. Their dicta 
tion periods are one part dictation to 
ten parts witty patter and = oft-told 
tales. Their stenographers become adept 


spots his henpecks 


senses of humor, 


at laughing at punch lines while con 
personal matter. This 
hoss is referred to by the personnel as 
“Toway” or “Joe Miller.” 
STEERING WHEEL. Some 
are superior, and try to prove it. Such 
a boss gleetully pounces on mistakes in 
punctuation, and misspelled words put 
y His stenographe 
deliberately musspells words prelimi 
nary to asking for a raise. The superior 
boss alibis his own mistakes as “typo 
graphical errors.’ His stenographer’s 
dentist bills are high from = constant 
gnashing of teeth. 
WHEEL OF 


sporty . 


eentrating on 


bosses 


him in a gay mood. 


FORTUNE. son 

Monday morning 
dictation periods during the months of 
September, October, and November in 
clude play-by-play 
games. A 
longed 


bosses are 


accounts ot football 
sporty boss acquires pro 
during summe? 
months from yelling at baseball um 
pires. He knows revised rules of all 
sports, and writes frequent letters to 
basketball referees calling attention to 
their wrong decisions and their family 
shortcomings. He signs such letters, 
“A Fan,” basketball reterees 
have muscles. His stenographer by 
passes all televised sports programs 1n 
favor of Howdy Doody 
WHEELBARROW. some 
and fish. They 


hoarseness 


because 


bosses 


have hobbies. The y hunt 
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“look boss — 
no hands!” 


INSERTING & 
MAILING MACHINE 


Do away with expensive hand labor ... costs come tum- 
bling down! Inserting & Mailing Machine executes all mailing 
operations. It gathers and inserts up to eight enclosures; seals 
envelope; meters postage or prints indicia; counts and stacks. 
Write for folder, Reducing Mailing Costs by 80%. 


INSERTING AND MAILING MACHINE CO. 


PHILLIPSBURG NEW JERSEY 


© COUPON e@ 


INSERTING AND MAILING MACHINE CO., Dept. OF-4-55 
PHILLIPSBURG, NEW JERSEY 
] Send booklet—-Reducing Mailir We w 


Costs t 


Individual 


Address 
ae kava ead . Zone .. 


Zz —— 


a ny —_— z = 
GATHERS ENCLOSURES IMSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS £2 STACKS 
* 
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no equipment needed 


To add beauty to your booklets 


with economical ‘‘do-it-yourself”’ 


PLASTICO BINDINGS 


PLASTICO BINDING LICENSEES can help Convenient . . . Money- 
you make any booklet more attractive and unique. saving . . . for small 

7 a ' : or large quantities of: 
Do it in your own office . . . without any extra © Cations 
equipment! Simply get precision-punched blank ieenediations 

body pages and covers from your Plastico licensee. Seouiene 

He has the specialized experience and equipment Price Lists 

to produce to your specifications— whatever the Order Books 

size. You'll discover it’s a “‘snap”’ to compile your Sample Books 


own booklets! Financial Reports 
and many more uses! 


Only Genuine PLASTICO BINDERS have “Arch WRITE today for full in- 
Design’ for greater strength, smarter appear- formation, plus name and 


address of Plastico Licensee 


ance. nearest you. 


am PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St. e Chicago 5, Ill. 


15 W. 24th St. 7 New York 10, N. Y. 





play musical instruments and golf. 
They sing’ (very) and collect 
stamps. This boss’ desk contains 25 lead 
tarpon and mallard paperweights. His 
prize silver cup won 
five years ago in the office golf tourna 
ment. (He figured his own handicap. ) 
He frequently writes music (Key of C, 
for on the back of important 
contracts. Weird noises emanating from 
his office may indicate duck call 
tice or vocal exercise before next 
the S.P.E.B.8.Q.8.A., Ine. His 
stenographer is required to cut the 
stamps from all incoming envelopes and 
flies during her Juneh hour. 


WHEEL. 

They have 

they take 
smells 


bass 


possession 18 a 


oboe) 


prac 
meet 


ing ol 


tie 


SPINNING 
drinkers. 
overs 
drinking 
bourbon 
Weird 
indicate 

wash tor 


Some bosses 
daily hang 
pickups. <A 
alternately ot 
mouthwash. 
noises emanating from his offic 
that he mistaken mouth 
bourbon. He keeps two full 
fifths in the back of the bottom file 
drawer. His stenographer never files 
S-Z in the presence of clients because 
of gurgling. His expenditures for 
aspirin and bromo-seltzer are listed 
under “Meals” on his expense account 
and are only exceeded in amount by 
“Entertainment” expenditures. The 
lush his work between 
2:00 and 4:00 p.m., the period between 
and a bun. His 
rapher wears a path in the carpet mak 


are 
before 

boss 
and = antiseptic 


has 


boss does best 


a hangover stenog 


ing trips to the water cooler to fill his 
desk Her co-workers eéall 
“Gunga Din.” 

SIDE WIHIEELER. 


wives, and 


thermos. hey 


some bosses 
have girl 
friends (extra-curricular). A girl friend 
mentioned between the 
and his stenographer. The stenographer 
quickly learns to identify the girl 
friend’s voice and reports telephone 
messages as “personal calls.” When a 
philandering boss leaves the office Lor 
an unidentified appointment, his 
ographer tells his wife that he has gone 
the dentist. The stenographer tips 
her by leaving a typewritten 


have some bosses 


Is never boss 


sten 


to 


off 


boss 


April, 1955 
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Check the 


New 
$98.50 


Plus 


AcbRESS-R 


MODEL 500 
ADDRESSING 
MACHINE 





$5.91 
Fed. Ex. 


27 Huntington Ave e 
Send 


—_— 


4 





Phone or 


Tax 


Heavy cast iron base. 

Uses metal plates that change automatically 
Feed hopper capacity 150 plates 

Prints thru 4 ribbon in consecutive or repeat 
Ribbon winds and reverses automatically 
Skipper provides for selective addressing 
Makes clear carbon copies 

Takes any size sheet up to 14"" x 17" 
Listing table can be used. 

Speed up to 1200 |.P.H 

Embossed plates only 5c each. 48 hour mail 
order service. 


NETTLE MANUFACTURING CO. 
Boston 16, Mass 


for Circular ‘E’ and Free 10-Day Trial Offer 


REDUCE STAFF 
ABSENTEEISM! 


. with Inexpensive 


HYGIENIC PHONE 
SERVICE 


Yes you 
your staff 
PHONE 

Our 


schedule, 


can curtail days lost by 
with economical HYGIENIC 
SERVICE 
representative call on a regular 
polish and sterilize your phones 
that the invisible, 


**film”’ so) ode 


will 
Laboratory tests prove 
exclusive, bacteria-free 

posited, phone 
colds, TB, skin 


fections for eight days! 


protects users againet 


sore throats, and virus in 


eall 


HYGIENIC PHONE SERVICE, Inc. 
East 43d St., N. Y. 17, N. Y. MUrray Hill 2-1035 
ALBANY, WN. Y. PHILADELPHIA, PA 
BOSTON, MASS PITTSBURGH, PA 
NEWARK, WN. J RICHMOND, VA 
BALTIMORE, MD LOS ANGELES, CALIF 


write for a representative to 

















You get sharper, 
faster copies trom 


your DIRECT PRINT 
COPY MACHINE 


when the MASTER SHEET is 


Patapar’) 
Translucent 
Parchment 


Here’s news: 
Vegetable 


a special type of Patapar 


Parchment scientifically de- 


veloped for direct print master sheet 
Exceptionally clean, even texture and 
correct translucency permits intense 


vertical transmission of ultra violet 


ght. The 


iniformly clear copies... 


result is speedier operation, 


and your 


vlowing satisfaction. 

has 
printing with 
And you'll like 


typewritten copy, 


Patapar Translucent Parchment 


a perfect irface for 


opaque or regular inks 


the way it takes pen 


and pencil entries, artists’ sketches or 


darawings 

Cost? Patapar Translucent 
Parchment doesn't cost 

—it pays! 

for brochure of 


tributor on request. 


W rite 


of nearest d 


Name 


samples. 


Paterson Parchment Paper Company 


Bristol, Pennsylvania 
West Coast Plant 
740 Bryant St 


Sales Offices: 


_ San Francisco 7 


Veu 


Vegetable Parchment Since 1885 


York, Chicago 


Headquarters for 





desk 
while you were at the dentist.” 


nove or nis 


“Your wife phoned 
For a 


DOSS wit! POO teeth or dentures, a 
tenographer invents other dodges. The 
stenographer never sees the girl friend, 


but torms mental pictures through the 
to the size of her own 


flowers, 


boss’ 


INqGuITies rs Pe 

wearing taste in 

books, liquor or tur coats. 
WHEELSMAN 


jomners ()t this 


apparel or 


Ppome bosses are 


boss’ telephone calls, 


members. 
graduation pic 


65% are to or trom brother 


His 1916 nign 


<-hool 


ture appears regularly in the news 
paper captioned: “Committee Chan 
man.’ The best time for his stenog 
rapher to ash for a raise is the day 
after learning that a booster letter has 
resulted in five new memberships. Such 
Hoostel letter Was composed by the 


fatal to 
percentage of the 


stenographer, but it would be 
him A 
stenographer’s time 
This 


“Fraternal 


remind lare 
is spent in keeping 
obituary will 


Orders” Sec 


up rosters boss’ 


look like the 


tion ol classified directory. His sten 
ograpnhe! hikes to ponder same, 
WHEEL HORSE. Some bosses ar 


] 


clothe conscious (stenographers’ 
clothes-conscious ) They point out 
erooked seams Such boss’ comment, 


south,” means his 
showing. He likes 
collars he 


“It’s snowing down 


stenographe r’s slip is 


dark dresses with little white 


enause he (singer Rogers in 


His 


One SaW 


move stenographer stands inspec 





i 


| LOUNGE 





“Does my spelling annoy you. Sir?” 
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m KILLS orice 
MACHINE LIAL 4 


ACOUSTICAL CABINETS 





FOR ALL NOISY AT ITS SOU RCE ! 


OFFICE MACHINES 





Corrective Preventive 


NOISE .. . an OCCUPATIONAL HAZARD 


loss of hearing from noise claims are now recognized as com 
vensable by many states. Many such law-suits are pending 
Likely other noise ill claims will follow. 

Ilearing aids are corrective. SOF’TONE is a preventive 
SOF?VTONKE absorbs all harmful ingredients of —nois« 


climinates noise ills makes more comfortable office 


User reaction 


A. M. Lewis, Inc. (Orange Empire Stores Assn.), Riverside, California 
bought one SOF'TONE for a key punch upon its arrival purchased 
six more. A typical reaction. 


© 1955 Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
makes, models you use and measurements. 


| 4 COMMERCIAL ST., ROCHESTER 14, N. Y. 
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for Every Office! 


ertified 
Office Machine 


PAPER ROLLS 


The superior quality paper rolls 





used in cash registers, adding ma- 
chines and teletypes in offices and 


stores everywhere! 





©@ tested for micromatic 
accuracy 

® guaranteed for smooth 
operation 

© clean cut lintless, 
without splices 

@ red ink warning marks 
near ends 

®@ conveniently pack 
aged in individual 
boxes 


AVAILABLE AT ALL 
LEADING STATIONERS 


DEALERS: Write for CASH 
REGISTER ROLL SPECI- 


FICATION SHEET and 
prices today! 


RITTENHOUSE 
PAPER CO. 


6405 South Wentworth Avenue 











Chicago 21, Illinois 





BPP, SPPPitue Bprit, thao 


tion each morning. This boss’ wife is a 
candidate for “Worst Woman 
of the (Any) Year.” 


Dressed 


FIFTIL WHEEL. No boss is a hero 
to his stenographer. She knows his 
faults. But without a boss, a stenog 
rapher would have no job. . or tun 


or money. 





National Conference 
& Exhibit Calendar 


Register Dealers 
Beach Hotel, Chi 


Cash 


yewater 


Independent 
Assn., Iid 
eago, April 1-2 

Railway Systems & Procedures Assn., 
Morrison Hotel, April 12-14 

Southern California Business Show, Bilt 
nore Hotel, Los Ange le 8, April 12 id. 

National Assn. of Credit Men, 
Hilton Hotel, Chicago, May 8-12 


Institute of Internal Auditors, Sherato: 


Chicago, 


Conrad 


Plaza Hotel, Boston, May 15-17 

New York Stationery Show, New Yorker 
Hotel, New York, May 15-20 

National Office Management Assn., Koval 
York Hotel, Toronto, May 22-26. 


Dealers Assn., 


May 26-28. 


Canadian Office Machine 
Windsor Hotel, Montreal, 


National Assn. of Cost Accountants, 
Waldorf-Astoria Hotel, New York, 
June 19-23 

National Office Machine Dealers Assn., 
Denver, June 26-29 

National Secretaries Assn., Read House, 
Chattanoogs i, July 21-24 


National Stationery & Office Equipment 
Assn., Conrad Hilt Hotel, Chicago, 
(jet 1.5 

National Assn. of Bank Auditors & Con 
trollers, Denver, Oct. 9-13. 

Systems & Procedu’es Assn. cf America, 
Sheraton-Cadillae Hote Detroit, Oct 
10-12 

National Institute of Governmental Pur 


chasing, Shorehan Hotel, W ashington, 
>» ¢ . Oct. 16-19 

National Business Show, 69th & 7Ist 
Regiment Armories, New York, Oct. 
24-28. 

Insurance Accountants Assn., Shorehan 


Hotel, Washington, D. ¢ 


, Oct. 26-28 
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The Tickometer, electrically 
operated,will save a whale of a lot of 
time and money on office jobs that 
and/or marking 


require counting 


items made of paper——-checks, cou 
pons, cards, labels, tags, sales and 
production slips, tickets, transfers, 
currency... whatever the work may 
involve. 

The Tickometer counts upto 1,000 
pieces per minute... gives whole or 
partial counts. And it’s so accurate, 
banks use it to count currency! 


The Tickometer can be equipped 
PITNEY-BOWES 


Tickometer 


Counting, Imprinting Machine 


M ade by the originators 


offices in 94 cities in U.S 


Tut 


wiStJITI GCL tC. TYPEWRITER 


OPFICE 


of the postage meter 


und Canada 


f{pril, 1955 


The machine that 


counts faster 
than you can! 


FY” todate code, cancel, or imprint 

as it counts. Manufacturers of focd 
and drug products, for example, use 
it to 
and thus identify origins, factory lots 


imprint their product labels, 


inspectors— quickly, unobtrusively 
and cheaply. 

‘The Tickometer, rented as well as 
sold, is serviced from 259 service 
points, from coast-to-coast. Ask the 
nearest PB office forademonstration 
Or send coupon for free illustrated 


booklet and folder of case histories 


Pirney-Bowes, Ine 


1450 Walnut St 


Send ‘Tickometer booklet 


Send case studies 


Name 


Address 


Stamford, Conn 


a 


eee, ae 





22 THe Orvice—Apriul, 1955 


gives you MOKE! 





MORE savings . . . because of lower initial cost. 


most expensive machines. 


and maintenance costs. 


MORE accuracy ... precision mechanical design 


3 MORE economy ... rugged construction cuts operational 


avoids costly errors. 


% 


WSS 
A 





Write for complete information ...IT'S FREE! 


Fully descriptive, 
illustrated literature 


and prices will be sent R.C.Allen Business Machines, Inc. 


without obligation. ; 679 Front Avenue, N.W., Grand Rapids, Michigan 





U/ )// > Sat (RS eee 
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ViIsUOmalic. TYPEWRITER 


R. C. Allen’s new VisOmatiec Carbon Ribbon 
Typewriter is the only one offered at such a 
low “standard typewriter” price! Including 
all the famous VisOmatic features, the VCR 
is ideal for executive correspondence, critical 
typing and reproduction. Letter impression 
are black, sharp and clear. Dual value, too, 
with instant switch from carbon to cloth rib 
bon as desired. Complete choice of new typ 


faces, 


isOoOm al ic. ADDING MACHINES 


| 


Hand and electric models with 6 to 13 column 
capacity, for narrow or wide tape. Ciphers 
print automatically, clear signal prints with 
first item. “Feather-lite” touch, even-odd key 
tops for greater speed and accuracy. Electric 
models have motorized multiplication and sub 
traction, automatic space-up, total, sub-total. 
Models with direct subtraction print subtracted 
items in red, Direct, automatic Credit Balance 
available. 


R.C.Allen BooKKEEPING MACHINES 


Models for commer ial, payroll and bank use, 
One-operation posting, so simple anyone can 
operate these fast, accurate models. Front-feed 
carriage, automatic date printing, keyboard 
carriage control, automatic tabulation. Easy, 


quick interchange of control bars for adapting 


machine to many use 


R.C. Allen cASH REGISTERS 


Electric and hand-operated models for every 
business. Features include “Cashguard” lock, 
“Speedi-Change” cash drawer. Get maximun 
protection, convenience and information at 


1 


lowest cost. Handle cash, charge, paid-out and 


received-on-account transactions with auto- 
graphic detail tape for complete record 


America's Finest 
Machines for Every Use 


and Every Business 











MIS PIIRGS Will BE eerie 


without obligation. : 679 Front Avenue, N.W., Grand Rapids, Michigan 





YOU CAN CUT FIGUREWORK COSTS 


with a masts 


MARCHANT... 


whatever your line of business! 


q 








The 
fully 
automatic 
MARCHANT 
Figuremaster 


° EASY TO USE 
« EASY TO OWN 
* EASY ON YOUR TIME 


Whether your figurework is 


heavy or light... complex or 5 ' 

simple... there’s a MARCHANT calculator at +4 

exactly suited to your needs that will do your —. [s a) 
: ~~ Lee, 


figuring in a fraction of the time you're now spending. 


@ Call the local MARCHANT MAN. A test run in your own 
office will show that a MARCHANT calculator saves so much time 
you can’t afford to do without one. 


a 


Any way you figure...tt: alt 


S i 
MARCHANT AME 
(oil Find ovt how a MARCHANT calculator will help cut your figurework 


aad 


~s + 
i 0% 
RICA'S 


FIRST 


costs and lighten your figuring burden. Mail this coupon with your 
business letterhead for free 


Woah | Index to Modern Figuring by Marchant Method 


Descriptive literature on Marchant Ca 
0-4 
MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA 
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America's Finest 
Machines for Every Use 
and Every Business 





Copy Cats Waste 
Lime atid Money 


THAT YOU CAN SAVE 
WITH COPYFLEX ! 






























> 
sf = 
| 4 > 
= 
Depending on the size of your company, hundreds to th 
of hours are wasted each month by personnel who are forced 
paperwork to become “copy cat Time and time again the 
opy by hand the same original information f e depart: 
form to another. Their work tly, slow, often inaccurate 
The new, versatile Copyflex Model 100 does the work of I 
faster, at far less cost 1 without errors. With Copyflex 
Desk top Model 100 Copyfiex copies f i 
original ir rmation is writte y once lepartment copie 
originals 1) inches wide by any length Ye I f 
Makes up to 300 copies of different $49B5° mechanically reproduced { she one or 
letter-sized originals per hour ° 
Letter-size copies are produced at a cost of th 
Copyflex one writing te e ta red t 4 t t | 
Find how Copyflex can simplify and speed paperwork in your firm, to speed and simplify purcha 
the following paperwork : production, shipping, it ’ inting 1 a host of ott 
Purchase Requisitions Accounting Reports operations. Valuable per el are freed for ot k 
Receiving Reports Poyroll Records Operations are better controlled. You save thousands of dollar 
Bills of Moteriol Invoices 
Operation Sheets Tox Returns n time and labor 
Production Orders Soles Analyses Copvi ; ; 
Shipping Notices Inventory Records opyllex machines are qui ear ¢ I 
an electrical connection, ¢ ¢ operated 
Mail coupon today! 
ee NE oa ome 
_ MOA cee em 
Amazing New on eee eee eee eee ee 


Charies Bruning Company, inc., Dept. | 105 
4700 Montrose Ave., Chicage 41, tlineis 


(BRUNING ) ronnie | 
Copies enything typed, written, Copytlex 100" | — Title 


printed, or drawn on ordinary 
translucent paper— in seconds Address 








Specialists Copying ce 189 City County State 


CHARLES BRUNING COMPANY, INCORPORATED © 4700 MONTROSE AVENUE © (CHICAGO 41, ILLINOIS 
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A NAME RECOGNIZED THE WORLD OVER 





No Other Liquid Duplicator Gives You 
All These Copy-rite Features 


@ Instant starting 
@ Roller moistening No priming 
@ Margi-Set position control with fractional to 
7 line adjustment 
@ Visible indicator to show “‘setting’”’ at all time A complete line of liquid process 
duplicators including electric 
models—from $157.50 to $349.50 
all plus tax. F.O.B. Chicago 


Position changeable even while machine is 
operating 

@ No stencils, gelatin, inks, type or ribbons 

@ Longer runs and sharper copies in single or 


multi-color 


WOLBER DUPLICATOR AND SUPPLY CO. 


1217 CORTLAND STREET 
CHICAGO 14, ILLINOIS 
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Series of ADDING MACHINES! 





Live’ keyboard with keytouch adjustable to each operator! 


Saves up to 50% hand motion—and effort! operator's touch! No wonder operators are so 
Never before have so many time-and-effort sav- enthusiastic about it. They do their work faster 


ing features been placed on anadding machine. —and with up to 50% /ess effort. New operating 
Every key operates the motor—so you can advantages! New quietness! New beauty! 

now forget the motor bar. No more back-and- “Live’’ Keyboard with Adjustable Keytouch 

forth hand motion from keys to motor bar. plus 8 other time-saving features are combined 


And keys are instantly adjustable to each only on the National Adding Machine 


A National “De Luxe” Adding Machine pays for itself with the 
time-and-effort it saves, then continues savings as yearly profit 

One hour a day saved with this remarkable new National! will, in 
the average office, repay 100% a year on the investment. See a demon- 
stration, today, on your own work. Call the nearest National 
branch office or National Dealer 


THE NATIONAL CASH REGISTER COMPANY, parton 9, on10 


949 OFFICES IN 94 COUNTRIES 
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CARTER’S... 





the only stamp pad guaranteed to give 








Carter’s stamp pads 
outsell the others because: 


@ Special potented 


construction provides 100,000 im 
pressions 


@ Boxes hove rounded closed corners to prevent seepage, 
rolled edges to prevent damage to rubber stomps and 
for extra strength 


@ Nainsook covering heat sealed, not slued, to prevent 


mixing of glue and ink 
@ Pump action provides clear, sharp impressions 
uniformly inked pad at oll time 


@ Boxes handsomely lithographed in pax 


immediate identification 





Carter's Rubber Stamp Inks give 
brilliant, sharp impressions . . . 
come in 5 sparkling colors and in 
all popular sizes! 


You'll find Carter's 
Rubber Stamp Inks 


oe 
best for Stamp Pads 
and Self-inkers 


They never dor 1ge 


« mee 666 cers 


UARTERS 


rubber stomps 


Rubber Stamp ink 


Choose from these 

colors 

@ Purple . 

@ Red « 
@ Bive 


Gree 


YOUR STATIONER, 


MARKING SUPPLY DEALER 


and OFFICE OUTFITTER 


have complete stocks of Carter's Stamp Pads and Inks. Call your dealer today. 


30 
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STAMP Paco 
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antead For 100000 impressions 
















Carter Pump Action Construction 
assures more and sharper impressions 


1. Fine, tightly stretched nainsook covering 


lint-free, wont clog, wears longer 


2.-4 High quality felts of exact weight, fibre content 


and thickness for maximum ink capacity 


3 Rigid non-absorbent oil board with scientifically 
spaced perforations for smooth pump action, 


constant remoistening of pad surface 


5 Warpless asphalt base won't absorb ink, gives 
whole pad liveliness, resiliency 


For your if you prefer foam pads... 
self-inkers... CARTER HAS THE BEST 


artery | 


They hove all the quality teatures of Pump 


For sharper, more brilliant and quick 
drying impressions from your Self 
Inking Rubber Stamps, you can use no 
finer inks than Carter's Rubber Stamp 
Inks. They are available in colors that 
match the colors of Carter's famous 
Stamp Pads make all your office 


stamping uniform and clean-cut in 





oppecrance 
Action Pads give quiet smooth operation 
Special foam rubber with fine texture prevents 


lint and dust from clogging holes 





THE CARTER’S INK COMPANY 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 
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TELL-I- VISION 


SYSTEM files 5 ways 


CHRONOLOGICAL 


s like a 
Bd book, from left to 
ows as needed — 


THE aSy 
mead MANUFAC 
TURING CO., INC.- HASTINGS, MINNESOTA 
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ADEE FINDER | 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 


The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 





Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf. Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 


For full details about Space Finder File PUNCHED CARD USERS: 


and our other new equipment for the of- Our complete line of tabulating accessory equip- 
fice, write for Catalog No. 6 as well as the ment is described in catalog No.5. Write for 
name of your local representative. your copy today. 


FO FA FED PRODUCTS 00.—57 Post St., San Francisco 4 
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Here is one 1e most profitable opportunities >me 
your way ...an exclusive franchise to sell the world-famous 
Adler Typewriter . . . Europe’s quality wel or half a 
century. From Germany's finest producer of office equipment. 


The unsurpassed quality of this precision-built Adler 
means less service and lower service costs plus fast turnover 
and greater net profits for you. Generous dealer terms insure 

higher gross profits. Lower list price makes it easier to 
sell and boosts your sales volume. And the exclusive franchise 

means exactly what it says—exclusively yours plus a firm 
retail price. The number of dealerships are naturally limited 
so get a franchised territory while they are still available 


ADDO MACHINE CO.,INC. | 145 West 57%h St. 
New York 19, N. Y. Circle 5-6940 


For further details mail this advertisement with your letterhead. 
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CARBON 
AND 
RIBBON 
PLAN 














Custom Made 7 Your Requirements 





STORMS SERVICE BUREAU Trere's a STORMS Private Brand Plan to 


; fit the needs of every dealer .. . large or 
The Storms Service Bureau is ‘ 
ready to help you with special small. Do as other satisfied dealers have 


enplicetions of gabon paper, done for over 50 years . . . call upon 
inke ri ons an carbon rolis 
You are invited to consult with STORMS for the finest Carbon Paper, 
Storms any time you get such re- Carbon Rolls and Inked Ribbons. Use the 


quests from your customers. No . H 
obligation, of course coupon below for complete information and 











samples. 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 

FF e® eee es eB SB SS SSBB eB Bee ee eee 
H. M. STORMS COMPANY a 
Storms Building, Brooklyn 38, N. Y. 0-4 
Gentlemen: We are interested in the Storms Private 
Brand Program. 

| Please send us complete information and samples. 

| We would like a copy of your new 1955 Catalog. 





Ready for you 
NOW — the new 
1955 Storms Cat 
alog — 
pages of quick 
reference to 
hundreds of 
items. Write for 
your copy TO. Company Name 
AY! Address 


ME He csecbocsereccevens ceesss eee 
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COLE'S 


ONE DRAWER 





4 





$12.50 
$14.50 

SAFETY CABINET | 
W ~ $12.50 





No. 70! é "$3745 No. 705 nes” 
: - wit $34.65 No. 707 sal size 
$44.25 “ 





Colors: Olive green or Cole gray finish. 


LOCKS for all units on these pages, $2.10 per drawer. 


o} BA STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 


Iga SYSTEM 


ADD-A-SECTION 


Cole’s popular interlocking units will save you 
time and valuable space. Designed so thot you 
can build your own filing system to suit your par- 
ticular needs. These ore all 16 deep, 14% wide 


(letter size). 


CABINET for 4x6 CARDS 
No.C3462 $7.20 


CABINET for 6x4 CARDS 
No.C3364 $20.00 


PRICES SLIGHTLY HIGHER IN TEXAS 
COLORADO AND WEST OF THE ROCKIES | CABINET for 9x6 FORMS 
No.C3962 $19.20 


‘LEGAL BLANK’ Cabinet 
also used for stationery 
and office forms 


No.C166 $12.50 


LETTER SIZE FILE 
No.111 $12.50 


PRIVATE SAFETY Cabinet 
No.121 $12.50 





No.1118 $6.25 





SEND FOR COLE'S LATEST CATALOG 


| £ nO ee OR ORE 20 a) Oe Ona ee) Dl 
| C L 285 Madison Avenue, New York 17 N Y 
2 ee: a © 





85 Madison Avenue, New York 17, N. Y 


PRICES REDUCED AGAIN 


on commercial sizes of ‘‘SCOTCH”’ Cellophane Tape 


MORE GOOD NEWS for tape users! Increased 
tape production capacity makes it possible to 
slash prices again on commercial! sizes of 
“SCOTCH” Cellophane Tape. These new cuts 
mean you can now buy some sizes of this 
transparent, stick-at-a-touch tape for as much 
as 30% less than you paid only a year ago! 
SEE YOUR SUPPLIER now for bargain rolls 
of “SCOTCH” Brand Tape and 
handy tape-saving 
dispensers! 


The more tape we make 


the less you poy for at! 


scorce, * 


aitaoprbvcare Vesgee 
a 


SWITCH TO THIS neater, cleaner method of sealing, hold- 
ing, mending—new price reductions make tape your 


economy buy! 


BRAND 


CELLOPHANE 
LN - 


N ARE RE 
OF MINNE 


@! Bris, THE TERM 


Producti, . 4, Pa 


PAU 


o 
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Madison Avenue, New York 17 N Y 


| var 5 
i xe i bila wh Unk 


panzee who earns 

enough performing , , | = ——. 
for movies and tele- yp | 

vision to owe Unkie 

some income tax. y | 

She uses a Clary i 

Adding Machine. 

Have you finished 

your tax return yet? 


‘IRIN 


MY THE 
USE 


camera! 


This 6-story and basement office building of 
Mutual Savings Life Insurance Co. in Decatur 
Ala., is the largest office building in the world 
to be completely air conditioned by packaged 
heat pumps, according to General Electric Co. 
The building is cooled and heated by 13 5-ton 
G-E Weathertron units installed by Rowland J 
Compton. Because there is more than one 
tenant on the first floor, three units were 
installed to condition this area and the base 
ment. On upper floors, units have a thermostat 
control that permits one unit to shut off en 
tirely if only one is needed. Each floor except 
the first has a single zone system and is served 
by a duct, running the length of the building, 
covered with acoustical tile to match the 
ceiling. Estimated operating cost is $75 a 
month. Only electricity is used. 


An office in the 
above building show: 
ing the ceiling duct 





Modernaire gray of- 
fice furniture, made 
by Invincible Metal 
Furniture Co.,  in- 
stalled in the of 
fices of Derringer 
Metallurgical Corp., 
Skokie, Ill., by Indus- 
trial Office Supply 
Co., Franklin Park, 
il 


A small section of 
one of the partition 
installations by Irwin 
Casper, Inc., in the 
offices of Remington 
Rand Inc., New York. 


The first non-govern- 
ment use of an In- 
ternational Business 
Machine Type 650 
Magnetic Drum Data 
Processing Machine 
is at the Apparatus 
Sales Div., General 
Electric Co., Sche- 
nectady, N. Y. L. to 
r. are Sarah G. Flem- 
ing, S, B. Crary and 
A. K. Bushman, 








Lois Spencer, mate- 
rial department em- 
ployee at Convair- 
Fort Worth, checks 
inventory control 
cards in Diebold V- 
Line Files. Daily 
facsimile posting 
keeps inventory up- 
to-date on over 40,- 
000 items, with list- 
ings of all trans- 
actions. 





The second Marchant Miniac electronic digital computer of Atlantic Refining Co. is now in 
use at Dallas. L. to r. are Annis Boone, operator; Dr. Eugene R. Brownscombe, Atlantic's assistant 
research director; Joseph Cotey, Marchant Research, Inc., applications engineer; and L. Preston 
Whorton, Atlantic's director of research and development at Dallas. The Miniac and its related 


data processing equipment represents an investment of about $150,000 

















J. M. Kuhn, vice president, sales, General 
Binding Corp., Chicago, writes a brief memo 
to the sales force on an Azograph 
master unit. 


firm's 


Mrs. Saraco punches the duplicated memos so 
they can be inserted quickly into permanent 


binders upon arrival at the firm's branch 
offices, The Azograph is made by A. B. Dick Co. 


42 











Wilma Saraco, a secretary at General Binding 

Corp., turns out sharp legible copies of the 

memo on an Azograph duplicator, in less than 
a minute. 


General Binding Corp., Chicago, faced an 
acute need for improved field communications 
when it established branch offices in place of 
franchised dealers and jobbers. Revised price 
lists, sales graphs and charts, market surveys, 
orientation sheets for new salesmen, letters 
and additions to old material had to be 
delivered on time. 

Several months ago, the firm went into the 
manufacture of equipment and materials for 
metal loose leaf binding after years of dealing 
only with plastic. The visual explanation of 
this process was drawn and typed on master 
units and copies were duplicated for the 
sales force. 

Occasionally an executive gets an important 
idea while working late at night. He jots it 
down in memo form on an Azograph master 
unit while it is fresh in his mind. Then his 
secretary duplicates copies for branch man- 
agers the following morning. 

During sales meetings, Mr. Kuhn said, all 
talks are transcribed on a tape recorder, 
typed on master units, duplicated and dis- 
tributed to all who attend the sessions. 

All secretaries in the office can do their 
own duplicating. They take dictation, tran- 
scribe it on a master and duplicate copies. 
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An executive office 
at E. T. Howard Co., 
New York advertis- 
ing agency, func- 
tionally designed by 
S. S. Silver Interiors, 


Brooklyn, N. Y. 





By using maximum space for office work areas, 
Bertram S. Silver, president of S. S. Silver, 
claims a firm can save much money on a long 
term lease. Eliminating unnecessary corridor 
space, said Mr. Silver, often allows a company 
to expand in their present space and save the 


cost of moving to larger, 
quarters, 
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more expensive, 











Only 160 sq. ft., out of the total 4400 sq. ft 
were used for corridors in the E. T. Howard 
Co. offices. 



























F. Donald Nixon, who operates market, bakery 


and restaurant enterprises in the Whittier, 

Calif., area, purchased an electric Clary 

10-Key Adding Machine the day the new 

model appeared. Mr. Nixon is a brother of 
the Vice President. 


Office of Universal 
Carloading Co., 
Newark, N. J., show- 
ing Milwaukee Metal 
Furniture installed 
by Uneeda Office 
Furniture Co., New 
York. 





Several office equipment firms have leased 
space in this 26-story aluminum-faced office 
building at 99 Park Ave., New York, according 
to Tishman Realty & Construction Co. In- 
cluded are Monroe Calculating Machine Co., 
Ralph C, Coxhead Corp., International Busi- 
ness Machines Corp., and Minnesota Mining 
& Mfg. Co. 
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NEW 





Announcing... the 





SSSSSHHSCHC HS SEHSEHHEECEHE ESSE 
GALE” 100 LPL APRD ITLL Wl 
ss see 7% 


% Z hi @ a y, % y % % % % %y 


Automatically Develops, Fixes and 


Delivers ren Print in Seconds 
4 peeeeseecs 


Automatic Tie S5CNE and Justifying 


Select characters by dialing and press the automatic exposure button—that's all...! Each 
character is automatically letter-spaced and the lines extended or justified as desired, 


jpeSReetseeseseseseeseseseseees 
Ds oli “SR Mg iy Mm: St Sill 
‘The print that Saomatically emerges Won the Coxhead- Ciner is "Teady for paseo The 
copy is black and sharp—more so than any conventional printing methods can produce, No 
touch-up or opaquing is necessary. The paper upon which the print appears has a sturdy 
plastic finish. Copy can’t be smudged. Dirt spots are removed by a damp-wipe. 
Seeseeeesesesseeesseseeeeesees 


Typemasters are Instantly Changeable — 


Changing a Coxhead-Liner type font is as simple as changing a phonograph record. The 
Fonts are durable, permanent plastic discs. You can’t run out of characters with this method, 
Sic. 100: tle recalled teailta Mittal Mi ciabindaliadad! Raat: 


be Oe i eg | 
All Heads in this ‘ad’ were phete- composed on the Coxheod-L ther. 


The body copy was composed on the Vari-Typer. 


COXHEAD-LINER IS MADE BY THE MAKER OF THE WORLD-FAMOUS VARI-TYPER 
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Coxhead-|liner 


Cee er ee 228 8 sO eee! ee 
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COLOR CLM 














co.8 Sue 2s © 8s Mcteeusceacees 


RALPH C. COXHEAD CORPORATION 


14 pt. to. ac 720 Frelinghuysen Avenue, Newark 5, N.J. 


Please send COXHEAD-LINER Book H-13 


Record forms are vital to any busi- 
ness, but why pay the high cost of 
having them printed? 





Just listen to this—every single one 
of the many forms necessary in the 
manufacture and sale of our Tempo 
Duplicators and supplies, is repro- REPRODUCE THEM 


duced right here in our office. And, RIGHT IN YOUR OWN OFFICE 
at just a fraction of the cost of print- 


ing—even in our own print shop! 








Purchase Orders 
Letterheads 
You can do the same. If you use any Bid Requests 


office forms, whether in large or small Production Schedules 
quantities, it will pay you to investi- Shipping Schedules 
gate Tempo’s Complete Office Printing Time Cards 
Program. Shop Orders 

Just pin the coupon to your letterhead m aad many others 
and drop it in the mail. Why not do it now— 


before you turn the page? 


- = -_—" 


TO: MILO HARDING COMPANY 
502 S. Monterey Pass Rd., 
Monterey Park, Calif. 

Please send complete information on how we 


can reduce our printing costs with Tempo's Office 
Printing Program. 


COMPANY ane 
ADDRESS eum Wyre 
os aE Ee sve 


Established 1904 LIKE A PRINTING PRESS IN YOUR OFFICE 
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PATENTED 
EFFICIENCY 





in the 
Use of 
CARBON 


. Automatic 
Alignment. 


. Automatic 
Rotation of 
sheets for 
longer wear 


. Automatic 
Warning of 
last typing 
lines. 


_ Hands do not 
touch the 
coated surface. 


Exclusive sales 


rights given to 





dealers in Foreign 


Countries. 


THe Ovrice 





BRANCHES IN ALL LARGE CITIES IN THE U. S. A. 


For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


April, 1955 





LOOKING FOR A 
WAY TO CUT 
PRODUCTION 
COSTS? 








a machines 


‘ Rol 
meERCURY UTE pr 


ROLLERS 
mERCURY-GRAPY machines 


i, for multigroPh 2 


switch to MERCURY 


ROLLERS and BLANKETS 


The extra mileage you get on these extra durable 
Mercury Rollers and Blankets makes them the 
smartest investment you can make in equipment. 
They're guaranteed to outlast and out-perform any 
accessories you've ever used — because they are built 
of the same materials and by the same methods 

as the rollers and blankets used on the world’s 
largest commercial printing presses. 


RAPID ROLLER COMPANY 


FEDERAL AT 26TH STREET ° CHICAGO 16, ILLINOIS 
Eastern Office: 800 McCarter Highway, Newark 5, N. J. 


> 
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will prove if again... 


OLYMPIA'S 
NEW MEDIUM SIZE 
OFFICE TYPEWRITER 
with standard machine 
action 
leads all others 














OLYMPIAS ARE SOLD EVERYWHERE 
THROUGH REPUTABLE 
OFFICE MACHINE DEALERS! 


It has everything you need 
—and more! Its 13 inch 
writing line will accommo 
date all forms of letters 
usually needed in the office 
or home. It is the ideal ma 
chine for the small office 
and professional rman, as 
well as the individual busi 
ness man. 


INTER-CONTINENTAL TRADING CORP. 90 west st, NEW YORK 6. N Y 
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New MONRO*#MATIC 


brings the time-saving, 


work-saving efficiency 


of *Automation to 
every day figuring! 


Monroe, the n 
Automation, today bye ving industrial miracle 
Take the new Monro*Matic 8N, for instance 
ist a few months ago. Business men were qui 
e the BN as the one calculator that reduces w 
feeding numbers, pushing button 
alone, because they are fu 
automat the 8” i head. Work flows faster a 
chance of human error is eliminated. Multiplication and 


division, in fact every type of figuring problem is easier Orange, New Jersey 


OPERATORS WHO KNOW... PREFER MON ROE « CALCULATING, ADDING. ACCOUNTING MACHINES 
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INVINCIBLE 
“Filles 





step up office 
efficiency 


Efficient filing is a must in today’s business world. That's 
why more and more concerns look to Invincible — for 
the files with the ‘“business-engineered” features. Ball 
bearing guide rollers, finger-touch compressors, handles 
with built-in drawer latch are just a few features that cut 
filing clerk fatigue. What's more, smart, distinctive styl- 
ing adds new beauty to any offices. See the feature 
packed Invincible line today. 


Set the pace for better business living 


INVINCIBLE 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN 
In Canada: 
A. R. Davey Company Limited, Factory Representative 
175 Bedford Road, Toronto 5, Canada 
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Tabulating Cord 











IN HANDLING TR 
WITH THE 


TRAVELETTER SYSTEM 


eliminate expense checks 

save accounting time 

eliminate rush in approving expenses 
provide sound control of traveling expenses 
reduce cash advances 

prevent lost time — and lost orders 

build morale among your representatives 


The Traveletter System is safe but flexi- 
ble, as proved by 60 years of use. Its 
dependability, efficiency, and value are 
demonstrated by its renewal rate among 
thousands of users—better than 96.5%! 
Here are a few of those users — 








American Cyanamid Co. (since 1935) American Home Foods (since 1949) 
Prentice-Hall, Inc. (since 1935) R. G. LeTourneau, Inc. (since 1932) 
Binney & Smith Co. (since 1925) Lionel Corporation (since 1935) 
Bauer & Black Div. of the Kendall U.S. Time Corporation (since 1936) 
Company (since 1952) Western Electric Co. (since 1937) 
Wm. Wrigley, Jr., Co. (since 1906) A. C. Gilbert Co. (since 1934) 
International Cellucotton Products Co Sunkist Growers, Inc. (since 1935) 
(since 1932) Pennsylvania Salt Mfg. Co. (since 1950) 
True Temper Corp. (since 1935) Commercial Solvents Corp. (since 1951) 
Diamond Alkali Co. (since 1948) W yeth, Inc. (since 1944) 








If you regularly send money to men in the field, you'll 
want to read our fully descriptive brochure. It will ex- 
plain the Traveletter System to you, show you how 
Traveletter saves money and makes money for your com- 
pany. Write to Traveletter Corporation, Greenwich, Conn. 


TRAVELETTER 


SINCE 1894 
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This “free” file-folder kit will show you... 


How to simplify your 
shipping paperwork 


Cost-conscious firms have discovered that 
the key to efficient shipping and packaging 
operation is a fast, low-cost system for 
addressing and marking containers. That's 
exactly what this File-Folder Kit is about 


Described and illustrated are systems 
that make shipment addressing and prod- 
uct identification marking faster, cheaper 
and more accurate. You'll see how address 
ing operations can be tied-in with the prep- 
aration of shipping paperwork, and how the 





entire chain of events leading to the address- 
ing and marking of your shipments can 
be streamlined. And there are also prodact 
samples that you can try out! 


Never before has so much factual infor- 
mation been offered on this important sub- 
ject—and it’s all yours without charge or 
obligation. Make sure you get your Weber 
Label and Marking Systems File-Folder 
Kit nght away! Simply fill out the coupon 
below and mail—today! 


NOTHING LIKE IT EVER BEFORE! Not a catalog of products, 


but a file folder of systems created to streamline shipment addressing 
and marking, and simplify shipping paperwork 


label and marking systems 
Division of Weber Addressing Machine Co. 


Mount Prospect, Illinois 


Phone: CLearbrook 3-2405 


Please send me a Label and Weber Label and Marking Systems 


Marking Systems File-Folder 
it. 


Also, we would like to talk Company 


to your representative as soon 
as possible about improving our 
shipment addressing and mark- Address 
ing operations, and simplifying 

our paperwork. City 


Individual 


Dik Ovrrice-—April, 1955 


Dept. gD, Mount Prospect, Illinois 


Title 


Zone State 














” Puddle- 
Proof 


You'll find the Morris puddle-proof You can find the puddle-proof Morr 
SAFE-T-SET the answer to all writing SAFE-T-SET in all popular colors at your 
problems. Tip it tilt it even turn it Stationer or office supplier. Built with hard 
upside down. The ink can't spill out of a use in mind, it will give you years of sat 


SAFE-T-SET. And you can write for months factory servic Ask for it by nam 
on a single filling with a Morris hard-tip Mort 


is also the foremost name in matched 


desk-top equipment. Morris Matched Sets 
Low-cost SAFE-T-SETS are economical memo pad, ash tray, pen set, expandabl 


point that matches your handwriting 


enough to place on every desk. Double letter tray, even book ends cost less than 


SAFE-T-SETS are ideal for executives who you might pay for a single fountain pen set 


need one pen for signatures, another for fine Remember, well-organized desks are pro 
detail work For d counting department ust ducti ck k and Mort Mat hed Sets ar 
wher two colors of ink are needed, too! o economical 


j j 
Leader in matched desk-to} 


BERT M. (Morris co. 


8651 WEST THIRD STREET, LOS ANGELES 48 CALIFORNIA 


( “apment 
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anew concept of 
cash register design 


If there is one cash register which fully meets the performance and 
budget needs of all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register an adding 
machine a bookkeeping machine—it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken virtually 
maintenance-free! And note the Regna’s trim, rounded styling 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 
the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon. 





hb bay jhe 





Regna can print double cash receipts Visible item indication shows erk New square-shaped “sculptured” keys 

fone for store, one for customer). and customer individual items, total are far easier and faster to operate 
A complete stock of Regna Electrically and hand oper 
parts is located in service ated models with or without 
centers throughout the tf Ss indication 





—— ET 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please send details and prices on the Regna Deluxe Cash Register 
plus information about becoming a Regna dealer 





Name 


Ltd., 704 Notre Dame St. W., Monretal, Que., | 

and Business Equipment Machines, 459-R Company 
King St. W., Toronto, Ont 

OUTSIDE CONTINENTAL U.S Jorgen § 

Lien, Box 507, Bergen, Norway. 


City Zone State 
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Just put your hand here 
finger (of either hand) 


feel 


falls into natural, easy working position... how 


—to how every 
the over-size, plainly labeled control keys give 


direct “live” response... how Totals and Sub- 
totals are obtained instantly by depressing bars, 
with no space strokes required. This is the first 
adding machine to fit the human hand — the 


first new keyboard granted a patent in years! 


... then watch what happens here 


Actual items you enter on keyboard appear in 
this Check Window before they are printed or 
added. For the first time on an American 10-key 
machine you see what you're adding — so you 
can work quickly and accurately. Note, too, 
how Clear Signal prints automatically on tape 
with the first item following a total...also how 
True Credit Balance prints without extra motor 
operations or pre-setting! 


From Friden—maker of the fully automatic 
Caleulator.7 he Thinking Machine of American 
Business a remarkable adding 


you expect 


machine, We promise you will not be disap 


pointed. Ask your nearby Friden Man to show 


~"Iride 


THE 





THE COMPUTYPER 





you the Friden Natural Way 


it 


Adding Machine 
ee completely new! Friden sales, instruc 
tion and service throughout U.S. and the 
FRIDEN Macuine Co., 


, San Leandro, California. 


world ALCULATING 


Ine 


NATURAL WAY ADDING MACHINE 


THE AUTOMATIC CALCULATOR 


© THE ADD-PUNCH MACHINE 
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One measly carbon! 


“Price changes effective next Monday—and I get one 
measly copy! Now my two girls have to drop everything, 
and type new price lists and letters to the men in the 


territory...The home office could spare the branches a 






lot of grief by just sending enough copies...” 


Not enough copies... 
loses time, delays action, lowers efficiency 
in every business...is a chronic problem 
which Ozalid can usually solve 

Anything written or typed, printed or 
drawn on translucent (lets light through) 
paper can be copied on an Ozalid machine, 
in less than a minute. The copy is accurate, 
clear, dry and ready for use. 

A letter size copy costs less than 2¢ 
a lot less than retyping and proofreading, 
transcribing, photocopying. And anybody 
can use an Ozalid machine 


Save every department... 
Thousands of companies now use Ozalid 
copies of orders, invoices, material lists, 


BAMBINO 
fastest, lo 
ria hine 


an hour, o 
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right) is the smallest 
w-priced office copyin 
vill make 200 copte 


wr le than 2¢ acoft 


Statements, bulletins, tax returns, charts 
and drawings — to speed production, order 
filling, accounting, billing, shipping, et 

Add new entries on cumulative reports 
and Ozalid copies save transcribing and 
typing. Files can be reduced; one carbon 
makes Ozalid copies anytime. 

Even ina small office, an Ozalid machine 
soon pays for itself.Call the nearest Ozalid 
distributor (see phone hook) and ask for a 
demonstration. Or write to 176 Ozaway 
Johnson City, N. Y. In Canada, Hughes 
Owens Company, Ltd., Montreal 


Ozatip —A_ Division of General 
Aniline & Film Corporation 





From Research to Reality 


heets as wide as 9” 





ITS FREE AND ITS PACKED WiTH 
IDEAS THAT SHOW How COLITHO 
OFFSET DUPLICATING PLATES 
CAN STREAMLINE YOUR 
BUSINESS PAPER- 


is 


La \7,, 







od 






Nee, 
Clip this coupon and 
mail with your letterhead 


for your FREE copy of 
the Colitho idea Folio. 








——— 
= ~~ 
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IDEAS FOR PAPER AND DESK WORK. Gordon 
I Vattson & Associates, 105 W Vonroe St., 
Chicago 3. A series of 18 4-page digests, $25 
($12 plus postage until May 15.) 

(; ado | Mit ! nt on 
nistra ! I ott | edure has 

el re i! feresting serie oft rests 
ring ort} nuplificationr I im e@n- 
neering, 1 e and energv co! ! tion, 
nforunat or and = faet nai elling 
‘ reduc the t ‘ pur 
} ’ ottice t\ 6 mith . Lil 
“ t I I em re t nterest 

‘ toy nagemen people he an- 
ver ‘ na proces ( ( LISTS, 
nilustrin el nes purchasing ents 
! ng per ! ie SO a 
<0 by trations i! flies ‘ ent 

! turer il d ers 1 ning 
f snles ! Other panic F 
{ ! the i ble re i tr ning aid 
fey eople v hie repre iil for ore 
respons bilit Mir Matt ! x 1 rht 
inavement il counting rec it 
hve rye ul ers Cs It widition to 
full-time « msulting he teache office work 
i! sis and feiis image el t the 
Uy ersity of Chie iva 
NEW FACTORS IN CORPORATE INSURANCE 
PLANNING imerican Management Assn 330 
W. 42 St., New York 36, 71 pp., $1.75 
\ «discussion of ¢ tery fores shiel 
the company nsurane anager ust 
consider in his planning he | t of 
the buye r’s market on the insurance field, 


extension oO the 
for the big as op 


resulting in an policy 


of special treatment 


posed to the little purchaser of life in 
surance. The next tax law and its effect 
on corporate insurance and the execu 
tive’s own portfolio. Atomic energy risk 


f | 108 ‘ 80 Ces if oO’ ‘ : 
ind po sible oOuree ( Coverage 
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YOU NEED THE 


RAPID PRINTER 


A Completely Enclosed 

Carbon Arc Lamp And 

Vacuum Printing Frame 
Combination System 


There is no better way t 
produce small offset plate 

thar with genuine ar 
amp equipment 

The nuArc Rapid Printer 


1 years-ahead per 
Produce plates 
longer runs 


with sharp dot structure 
and improved line defi 
nitior L ght intensity re 
mair constant and uni 
forn Pre-sensitized 


plates can be produced in 

20 to 90 second 

RP-2| FLOOR MODEL— 
Plates up to 17'/2 x 22'/2” 

RP-17 FLOOR MODEL— 

+ Plates up to 14 x 20” 

RP-13 TABLE MODEL— 
Plates up to 12 x 16” 


a i 


E> tite 


LIGHT TABLE WITH 
DEVELOPING TABLE 
TOP AND COPY 
EASEL 





The t important acces 
ry in your shop is the 
nuAr nuLite light table 


eloping Table Tor 

diffused fluores 

Ideal for stripping 

ut and fir hing ( plete with chemica 

Calibrated straight 

light table is 25x 30%, with extensior 
” 


93 y 98 


nuLite . OT-26 


COMPANY, INC. 
824 S. Western Ave., Chicago 12 


Developing Table Top 


nuArc Co., Inc | 
824 S. Western Ave 

Chicago 12, Ill Dept. No. OF-200 | 
Please send Bulletin No. 230 

Nome — | 
Title | 
Company 

Address | 
City Zone State 














VOLUME UP 
135% 


INVENTORY UP 


: INVENTORY PERSONNEL ADDED 
x 
Vs NONE! 

Ae so ee » 

< 

ce 

2 ae ait 
PO teers sectisanpuiinly nae 
a 

With just three girls, Will Ross Inc., eliminated the time consuming 
Milwaukee, Wisconsin, maintains ac searching through banks of manually 
curate inventory control over 10,000 filed records; solved a serious per- 
fast moving items located in thre sonnel turnover problem; avoided 
widely separated warehouses. This department personnel growth and 
amazingly high production resulted automatically provided for future 
from the installation of three, 4,000 expansion 
card capacity, electrified Robot- How Will Ross Inc. handles in- 
Kardex units. creased volume without adding per- 

Through highly efficient mechan- sonnel is explained in the brochure 
ization with Robor-Kardex, the man CH947. A second brochure, KD505, 
agement of this growing company covers many additional money 
solved several major problems. They saving advantages of Robot-Kardex. 


send for your free copies today! 


s Fé. f ROOM 1421, 315 FOURTH AVENUE 
NEW YORK 10, NEW YORK 
+mwe 
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How Business Uses 
Inside Telephone Systems 


J. A. WEBBER 
Manager, P-A-X Sales, Automatic Electric Sales Corp., Chicago. 


UST ONE MINUTE, Mrs. Thomas, 
and we'll have the information for 
+ you.” The executive is speaking to 
a couple across the desk from him in 


t} 


‘ modern, handsomely decorated 
offices of the Talman Federal Paving’s 
& Loan Assn. in Chicago. The informa 


1 


ion sought is confidential and needed 


mmediately. While the chent waits 
anxiously at his side, the executive 
picks up an interior telephone and 
makes a brief request. 

Shortly, a messenger girl walks up 
with the file. A conterence is held; a 
decision made. It all takes but a few 
minutes. A simple everyday procedure 


apparently, and probably seldom r¢ 
garded by the casual observe Y et, 
had there been a delay in vetting the 
necessary intormation, the executive 
would have lost valuable time in e) 
pediting the loan transaction. The time 
saved enabled him to turn to other wait 
ing chents and thus handle more bu 
ness that day 


With two tele 
phones, there is no 
chance of being dis 
connected from an 
outside call while 
obtaining informa 
tion on the inside 
phone. 


communication 
through an inside telephone 


throughout the 


days when the equipment of an othe 


i 


In Spe elalizes 

































rsignted ay perati prot telephone VStems 7 nside ¢% Vnic 
en a we the ar ty irve how are 50-70% of ; tel 
ty / The hi ‘ Cal tz ! gqgaeqd te phon Lie averacr Olle Sue! 
their office equipment need for more lems, independent and separate fron 
efficiens ha deve oped the revulal CILY Lelepnomne equipme! 
he +, ephone toy his ’ p r hee eas resoive thie OW generally recog 
lainaitn thee: iene office that may a bu zed = confliet peLwee! incoming ana 
nes executive take lor granted, outgoing calls and interoffie calls. By 
allowing its primary importance to h handling the inside calls that make up 
obseured by paper proce ng machine the bulk of all calls, the separate 
In some olfices, ; yndle te ephome side s¥sten reduces tie ups iN 
tem is expected to handle the huge and tchboard service and virtually elim 
nereasing volume of inside and outside nate outside call delays 
enall characteristic of moder! PUsinie ron ‘ elhicieney standpon t, how 
operation Pelephone eCrvics as ever, the main reasons business orga 
imed to be rig! lor the organizatior Zations adopt an inside telephone $\ 
HCCAUSE it | read Opers Ol alle tem a Part ot their bash olhee equi} 
ricyt Oo nv ob ou trouble Bu Hes ment li¢ ! the SaVING'’S Ol time and 
men otter lorget that ar otner al money that the system makes possible 
rangement possible Speeded operations in the production 
Some 40 years ago nent t bu ( v00ds and service require integra 
nesses were not a mighty department tion of the work of many department 
alized as thev are now, inside commu) \dequate, nigt speed communicéatior 
cation was not a erious problem \\ vith the organizatior itself is nece 
ncereasing departmentalizatio OW al fo assure steady, profitable pro 
ever, the ach ot auiel communic¢atior duction Mone al d time are saved a 
delaved al operatio! If promoted down the ne, DY eliminating telephon 
nethcien te the extent that produc all delay and ser ce conflicts while 
tio n the factor 4 otter owed result trom usine the rented outside 
} poo! ecommunieatior ‘ | witt telephone facilitie or bott inside trie 
the otlies The telephone |} ad, ¢ COUTS« out ce Cali 
Come nto if own as trie Princip: r 
! The rented ae telephone company 
meal of uiside communication pu ein ° manu Ising an oper: 
t Ise a ! administrative Ld yi Net ae” j bats al / 
( Ol ! (ig | ] Ge Calis) OY dute 
hoor ene! recovrnized . P lia! j 
ma here Ca are Glaied ) 
(bout that time, howev ome Du | th manua peration, you signa 
hessmen discovered the automatic dia our operator to make an inside ¢al 
telephone, and the — possibilitic t he must take time from other ealls ¢ 
olfered for mechanizing communicatio answer, cal our party, and final 
withit tneir organizatior Providing onnect ou. This w te her time and 
direct contact, quickly and th ¢or vou! Besides, while you are talking 
plete privac thie automat telephone to someone another othee, an Im po! 
perm tted Virtually ‘Tace-to-tace”’ Col Lant muutside Cail ma De Wailting tor 
versation in even the largest orgvaniz: you Suppose this outside party IS a 
tiot Furthermore. pecause the system customer, toreed to wait while vou’r 
was automatic, it offered a variety of usy on the inside eall. Remember, he 
ixillary communicatio; eCrvics CS pe can’t do business with a busy signa! ! 
( ally adapted to the need Ol a bu Afte) Waiting for you to give him pri 
ness ority over your inside conversation, he 
That was the tart o thie moder ma abandon his eall entirely yu 
trend in office communications tne Stand a chance of losing nim and h 
increased empnasis o1 privately-owned DUSINESS 
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Talman Federal Sav- 
ings & Loan Assn., 
Chicago, uses an in- 
side P-A-X telephone 
sysiem to serve thou- 
sands of depositors 
and loan applicants 


Of course the tault is neither yours 
nor the ope rator’s. Rather, the blame 
hes with an overloaded switchboard and 
this means an overburdened telephone 
operator. A modern office can ill afford 
this type of operation, Yet, in some 
companies if 1s considered normal. For 


these firms it may be “normal” but 


is certainly not the standard that tel 
phone operation should set. I} the 
rented inside Service is automatse 
(where you dial your inside number), 


you save time and have lessened ope! 
ator problems but the fundamental cor 
flict remains. Inside and outside eall 
are being handled over the same wires 
and same telephones 

Now, consider the private, separat 
inside system. It is composed of the 
same standard telephones and equip 
ment as are used by public telephone 
companies, and it carries all the late de 
velopments of the industry. Probably 
the most immediate benefit is that the 
separate system enables an office to se 


lect those locations where rented out 


sick telephones are vital to operations, 


and to install privately-owned  insid 
telephones in loeations where Interiol 
Thi vives the bus 


SCTVICe IS needed 
ness greater control over telephone e 
penses and, at the same time, improve 


telephone “ervicd With thi 


eparat 
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SVvstem, the frequent abuse of tele phone 


aeilities by employer s making po 


le call 


the conthet ot 


f? « 
ola 

te Ih 
Lions 
nce 


SaViINY> 


ubstantial 


this Vere 


is virtually ended 


le and 


the only 1 


eparate Vsten 
ullicient Kar 
I ot ae tie | and 
thie privat 


(;eorge RB. 


distributor and 


l, 


out ele 


scpbiati 


ensol Lor ul 


hnowever, it 


vreater con 


\ 


t 


er 


(Carpente! 


hardware, cotton du 


cordage 9 made 


from the 


phone Systen 


tangible savu 


pel iods of a 


ck, 


a urves 


A-X | 


i! r 
i Ee 
wv ol 


mode ri 


ey 


uw 


{ 
a) 


lo 


about 


ile 


al 


ness telephoning and a 


proximately 


heay 


were 


\ 


telephe 
found 


18% 


during 


ne trathe 


by 


simply 


charges and expense 


installation of 


Stollfus, secretary 


their 


ith 


company, pointed out 


system, every 


long distance 
CAUSE hie ( ' 
need ( el ! 
people don’t 
eall-hbael 


ore Is 


and 


are ! 


in at partie I tal Ope ratio 


He re “are 


supplier ol awnil 


mig 


dera 


olved 


tall 


ul 


pew ‘ ample 


Co.. Chicago, 
’ ind 
ne rope. inal 
estimate a 
SUSI Pele 
und ai direct 


10% during 


mount of 


saving ol 


periods 


bu 


up 


/ 
yi 


Phe Saving 


telephoning last 


oot 


COmMmparine 


before and after 
ide system. A. E 
treasurer of the 
“With our owt 
ble to finish hi 
£ bye 
iIntormatior he 
telephone our 
make Oo mal 
pool rT ol 
6 





errors More business gets settied in 
ome ngle telephone call.” By compar 
ng past and present experence and 
analyzing time studies made before and 


alter communication was 


their organization estimates that the 


overall employee working-time saved 


by their ow 


communication 


10% to 20%. 


’ facilitic 
amounts to from depend 
ing on seasonal work, job shifting, et 

At the Jacob Ruppert Brewery in 
York, the need was for fast, spe 
clalized 


Ne W 
communication to maintain 


proper balance among the comple 


Ruppert’s 


communications sys 


teps in beer 


original 


manutacturing. 


internal 


tem was rendered inadequate by the 


exacting requirements of an enlarged 


plant operation, with a corres pond 
ngly larger office fores In May, 1942, 
a P X System for 50 telephones was 
installed. In 1946, and again two vears 
later, equipment tor 90 additional tel 


added At 


telephones are 


phone S Was 


present, 144 


connected throug! thie 


flexible control} unit (switchboard 


Irom. offices throughout the brewery, 


Ruppert’s key people are in immediate 


communication via telephone with every 


key area of their organization. Eael 


may dial directly from his desk to cor 
tact otners within the organizatior 
Neither the number nor the length of 
inside cal need he limited Ruppert 





direct line telephone is an 
auxiliary service with most automatic inside 
phone systems like this P-A-X installation. 


The executive 


66 


lnproved, 


ereney 


oliciais declare that savings in every 
part ol ther operations productior 
control, packaging, accounting, distri 
bution—are traceable to the efficiene) 


vith which every “member of the team”’ 


works together through the intercom 
network 

{n inside system, like 
P-A-X. is privately owned 
Aside trom the 


ment, the negligible 


telephone 
and con 
trolled original invest 
maintenance cost 
and an oecasional replacement of parts 


are the only expenses incidental to the 


enjoyment of benefits from a system 
that 1s operative 24 hours daily and 
lasts on the average 25 years or more 


original investment can 
period ot 


amortization 


Moreover. the 
he amortized over a 
and this 


iwainst thie a) 


several 
balanced 


vears, 


erall achieved 


i SaVINYS 
through the faster, more efficient busi 
developed with the 
this investment 


is aS great, or greater, than investments 


organization 


stem. The return on 


in other othee machines 


Recently, much has been written 


about obsolescence of all business equip 


ment It is true that, because of our 
Last-moving world with economic, 
scientific and developments, much ma 


chinery quickly becomes obsolete. It 


does not meet the changed require 
ments It is a source of real satisfac 
on to us that P-A-X Business Tele 
phone Systems installed 25 years or 
more ago are still performing as well 
! very way as the newest equipment 
Telephones have been changed, of 
course, and many of the older switch 
boards have been expanded as the or 


ganization has grown, but the original 


equipment is still in service. 
Concededly, the private, inside tele 
phone system is a management tool; 


purchased primarily for savings and as 


an aid to better administration. Never 


theless, the private system benefits all 
employees and helps them meet then 
responsibilities. By saving their time, 
throug! touch-ot-a-dial contact with 


Té llow 


more effi 
simultane 


workers, it assures 


from each employee, 


isly speeding production and cutting 
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In the offices of 
George B. Carpenter 
Co., Chicago, pneu- 
matic tubes are used 
to convey papers 
and an inside tele- 
phone system is used 
for audio 

munication 


intercom- 


More than that, it builds morale 
hy enabling them to do a better job. 
The executive’s job is to make deci 
sions which often necessitate immediate 
information. Experience 
ot many firms shows that executive 
control over personnel is ennanced with 
the network of inside telephones. To 
see how this works let us take a quick 
glance at four men in widely seattered 


COSTS, 


exchange of 


offices: a general manager, a controller, 
a plant manager and a_ purchasing 
agent. 


First, the general manager. The host 
of administrative problems for which 
he’s responsible require his control over 
all operations. He can’t have it with 
out constantly clear communication 
channels to every executive and depart 
ment. When a single telephone system 
is forced to handle both inside and out 
calls, the lines are frequently 
The general manager finds he 
cannot contact others quickly. He loses 
time and an executive’s time is money! 
But, using an inside telephone, he 
reaches any department instantly, saves 
time and money, and has executive con 
trol over his entire organization. 

Now, the purchasing agent. With his 
volume otf inter-office correspon 


side 


clogged. 


large 
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refer to, and sales 


person ol! telephoning, 


dence, catalogs to 


men calling in 
he needs an “efficiency” machine to help 
him. The separate, inside 
his job much lor 
answers a éall supplier 
city telephone Le 
from another department regarding the 
call. The suppler waits momentarily, 
while the purchasing uses his 
second telephone to call the operations 
manager, then quickly 
supplier with an answer. There is no 
either the waiting city 
No call-back 1s 


there any delay to hold 


system makes 
easier instance, he 
from a on his 


needs intormation 


agent 
returns to the 


disconnection of 
call or the 
required, nor 1s 
up the purchasing agent’s work. Ilis 
entire department, with an inside tel 
phone on every desk, saves him steps 
and time, and helps everyone in_ the 
department to be more efficient 

As to the controller, he needs infor 
mation from the payroll department, 
purchasing, sales, and other sections 
all the time. To get the facts quickly, 
he dials his inside telephone and reache 
any department in seconds. There’s no 


inside eall. 


conflict with extensions to eity§ tel 
phones, in those department whiel 
may be busy with outside calls. Sup 


conterence 


pose the controller wishes a 











th four key men with whom he must 
talk frequently. He notifies 
forehand of the conference time. At 
the appointed hour he ‘and 


the special number 


them be 


they dial 
conterence vhicl 


automatically connects the inside tele 


tour men to the con 


another. The pal 


phone lines of all 
| 


troiers and to one 


ties conter together without leaving 


their desks This arrangement, called a 


conterence service, saves” time ot a 
the five parties. 


The plant manager, too, needs quick, 


confidential intormatior trom all 
branches of operations To get it he 
depends on the inside telephone system 


ae pe nds on &a 


Superiors, in turn, 


just as he production 


clerk or machinist. 


need telephone facilities to keep him 


The firm can hardly 


not to provide 


afford 


informed, 
inside telephones Lo! 


every plant location since the eost of 


such equipment is under the control of 
management. 
It is difficult to 


low ations except 


preseribe telephone 


lor a speci 


arrangement. However, some — salient 


principles lor every office might be 
noted here: 
1. Where work is of a routine 


more persons are doing the 


nature 
and two or 
working ! close 


another a twe 


same type of job 


proximity to one 


68 


olhice 


Office of the plant 
manager of the 
Jacob Ruppert Brew- 
ery, New York, where 
inside telephones 
number 144 


accountants ) the 


’ 


draftsmen or two 


need not have an inside telephone indi 
dually. Each group of two men can 
share one tele phone between them. 


2. Executives with 


secretaries will 
have an inside telephone tor the secre 
themselves. Kor this 


purpose a two-line telephone 


‘ | ‘ 
taries aS Well as 


connected 
from the exeecutive’s desk to the 


tearvs 1 in 


SeCTE 
orde! 

ollices, sucl 
where the 


) kor eertain types ol 


as a billing machine section 


ork rarely inside call, 
j 


supervisor need have an inside 


requires ali 
onlv the 


telephone. In a central file room only 


two inside telephones are recommended, 


one tor the supervisor's desk and an 


extension to the counter where mes 


sengers bring material to be filed and 
pick up material from the files. The 
same is true of the mailrooms, storag« 


Clerks 


inside tel phone — |! 


rooms and duplicating sections. 
have little ise Tor 
offices; only the man in charge ot 


Those 
the department should require one 


4, Where work is 


primarily ol 


clerical nature and involves COTTeS Po! 
oe ae gaged should 
aence, Cac! person SO engaged shouid 
nave nis own inside telephone. Th 
same is true for duties which require 

j 


purchasing, verifying, adjusting and 


I; s1cle 1% epnonme especial 
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important in the city switchboard room, 


conference rooms, message center and 
at the reception desk. 
The size of the control unit varies 


according to the number of lines it is 
to accommodate. In many offices it can 
be placed in an aleove or closet. Since 
usual 
is one corner of an office, either parti 
tioned off or In fact, the unit ean 
be placed almost anywhere convenient, 
provided that the location is dry, rela 
tively tree from dust and not unduly 
burdened with heating and 
ilar installations. 

To the general benefits of a privately- 


its operation is quiet, a location 


not. 


pipes Sim 


owned inside telephone system, may be 
added the specific advantages of many 
auxiliary services available with 
systems. Among these, provided in 
most cases by supplemental equipment, 


MmOs 


are code calling, paging (area commun 
ication), executive direct-line telephone, 
service (deseribed earlier), 
reporting 


is uniquely 


conterence 
watehman’s 
Each 


certain kinds of operations. As a group 


SePTVice, ana 
others. suitable for 
they provide every conceivable 
inter-office 
and adaptable to cover business offices 
of from 10,000 sq. ft. to 1,000,000 sq. 


type ol 


communication, are varied 


ft. or more. Especially for offices which 
are part of and connected to manu 
facturing and processing plants, the 


wide range of services is 
Although limited 


sidering all auxiliary services here, the 


important, 


space prevents con 


M. V. Maguire, as- 
sistant trainmaster, 
Louisville & Nash- 
ville Railroad, and 
his secretary, both 
have inside P-A-X 
telephones. 
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ones most extensively used in connee 
tion with manutacturing offices should 
be noted. 

The paging 
munication ) 
installation equipment which en 
the dial a number, then 
speak an announcement into the hand 
is carried over 


a specified 


te lephone 
provides a 


(area 
loudspeaker 


com 


and 
ables user to 
set. This announcement 


a series of loudspeakers in 


office or plant area. The service per 
mits complete, two-way conversations 
between one person on a tele phone and 
any number of others within an area. 
W orkers, to reply, need not stop what 
they’re doing. They simply speak to 
wards a nearby microphone and answer 


eallin 4 


The 


party’s telephone. 


reply is heard over the 


Loudspeakers connected — to paging 


telephone s (AN hye used TO rood advan 


tage in combination with, and suppl 


mentary to, the inside telephone sy 


tem when a communication 1s general 


information and when it matters little 
who overhears besides the intended re 
eipient. Some have proposed using de 


partmental loudspeakers instead — of 


telephones for certain office locations 


Remember that it easier to 


install 


is usually 
than departmental 
platforms, posts 


telephones 
loudspeakers because 
wall 


are usually 


and and ceiling accommodations 


necessary for loudspeaker 


installation, whereas telephones can be 


placed on desks (either on top or 


(Continued on page 172) 
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Planning an Inside 
Telephone System 


CARL F. MEGELIN 
Assistant Sales Manager, Kellogg Switchboard & Supply Co., Chicago. 


OST BUSINESSMEN 
thei 
They 


ovcer-sim- 


Vole communication 


plify 


problem think of it as a 


single communication problem, to be 


solved by rented facilities because they 


facilities. 
two 


already have such Actually, 


voice communi- 
Exterior 


lrom the 


every business ha 


cation problems: (1) com 


munication to and outside 
and: (2) Interior communication within 
itself This article 
exterior two-way 


organization 
will discuss voice 
communication and interior two-way 
oe communication 
eommunication 18 a 
That 
otten 
overall 


down 


Overall Vole 
ital necessity to any organization 
fact that it 1s 


When 


broken 


] A) oby i 


completely iverlooked 


communications are into 


their logical components (exterior and 


interior), we are but practicing the 
great American business art of special 
ization or departmentalization 

great 


American industry has grown 


because of its departmentalization. In 


your owl organization you probably 
Perhaps al 


ae part 


have many departments 


order department, purchasing 


ment, treasury department, executive 
department, bookkeeping 
In the plant there will be 
departments 
Without 


business 


department. 
many other 
departments 
communication, 
operate, It is of 
personnel, 
other 


and sub 
ade quate 
could not 
with 


equal importance 


housing or any 


finances, mall 
aspect of business. 

When you think 
tion in a departmentalized manner, you 
can analyze the requirements of 
type of and take the 
necessary action to see that the requir 
ments are filled. Of importanes 
in analyzing communications is to not 
people 1o 
to deter 


about communica 
each 
eommunication 
great 
only make it possible for 
talk together easily but to try 
mine what people talk about. 

When the 
problem is divided into its logical com 
ponents: exterior and interior, it 1s 
found that exterior communications, 


every busine Ss 


existing communicatiol 


call made over the out 


system to or from the 
with the 


(3) machines 


sue telephone 


husiness, has to do bringing 


of (1) 
and (4) 


men, (2) money, 


material to the business and 


Executive station of 
the Kellogg Select- 
O-Phone_ intercom 
installation at Com- 
mercial Bindery Co., 
Detroit 


Pik Orvrice—April, 1955 





A Teletalk 
system, made by 
Webster Electric 
Co., matches the fur- 
niture in the offices 
of Jenney Mfg. Co., 
Newton, Mass. 


intercom 


of fabricated woods and 
Trom it. Psychologists 
say that the obvious is one of the 


the shipment 
services away 
most 
difficult things to recognize, so let’s re 
peat the The 
of your exterior communication 


obvious: responsibilities 
system 
are to bring men, money, machines, or 
and 


evoods or 


materials to the place of business, 
fabricated 
from it. 

requirement for the 


the shipment ot 
services away 
The 


communication 


mnterio! 
system is entirely dit 
ferent. Interior communication has to do 
with the movement and control of 
money, machines and 
the confines of the 
fabrication of the 


men, 
materials within 
husiness: and the 


actual qoods, getting 
them ready to ship away. 

These are two entirely different com 
munication requirements. One has to 
do with movement of goods to and from 
an establishment and the other has to 
do with movement within the establish 
ment. Any difficulties or obstacles that 
are placed in the communication path 
regarding either of these two require 
ments automatically 
their actual accomplishment. If 
cannot talk about getting men to a 
plant you will find it difficult to get the 
men there. If you cannot talk about 
getting materials, you will find it diffi 
eult to actually get them. Similarly, if 
you cannot easily talk about controlling 


place obstacles in 


you 


or directing after they are here, 


you will find it difficult to actually do 


menu 
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it. If you find it difficult to talk about 
handling or moving 
find it difficult 
move them. 
Conversely, the easier you make it to 
talk about these things, the easier you 
get them done. 
things 
with 
tion of 


materials, you will 


to actually handle o1 


The easiest way to get 
and 


separa 


done more economically 
less confusion may be the 
exterior and 


to departmentalize 


interior communi 


cations: them into 


their own logical departments 


exterior 
and interior. 

In taking this 
munication problem, the equipment al 
ready in use The 
existing 


new look at a com 
should be examined. 
traffic load of 
single communication 
fifty-fifty. That 


average any 


system 1S about 
is, 50% of all calls are 
exterior and 50% are interior. Such 
figures, however, may also be over-sim 
plification. It is relatively unimportant 
what the traffic load on the switchboard 
is. It is much 
the traffic load on 
The switchboard is 


more important what 


each instrument 1s 


; 


exactly what it 3 
named, a switching mechanism designed 
to switch 

another. It 
it causes no 
completely revulated DY the 
outside itself the 
and the 
which the extension 


Let’s forget 


calls trom one point 


creates no business itself, 


trouble and its size 1 
require 
ments number of 
extensions number of eall 
make 

about the witehboard 
and 


trail lor a@ moment 











Intercom 
Instruments 


Dial telephone sys- 
tem for medium size 
installations. Select- 
O-Phone Desk Tele- 
phone in brown fin- 
ish and Select-O- 
Phone Loud-Speaking 
Executive Station 
(Kellogg Switch- 
board & Supply 
Co.) 


Dial telephone sys 

tem for large instal- 

lations. Kellogg K- 

500 Standard Tele- 

phone (Kellogg 

Switchboard & Sup- 
ply Co.). 


Cabled telephone 
systems provide a 
wide range of oper- 
ational features. Dic- 
tograph Staff Sta- 
tion (Dictograph 
Products, Inc.) 


Loud-speaking _ sys- 
tems are similar to 
cabled systems. Flex- 
iphone (DuKane 
Corp.). 











100 Calis on Switchboard 50 


Telephone instruments needed 
to handle above 100 calls 50 





AN ANALYSIS OF COMMUNICATION TRAFFIC 
{100 Calls Equally Divided Between Outside and Inside Calls) 


Exterior 


*Each inside call requires the use of two instruments in your office. 


Proportion Interior Proportion 


50% 50 50°. 
100* 


33'/4% 6644 % 








instrument traffic. Let’s try to discover 
what happens to switchboard traffic 
loads when converted into instrument 
traffic loads (see chart above). 

The removal of this 66 2/3% (which 
is vital to the conduct of business) by 
providing a specifically designed inter- 
ior communication system would auto- 
matically improve both exterior and 
interior communication service. Also, it 
might reduce the size of outside switch 
board requirements, it might lessen the 
number of exterior instruments needed, 
and it would certainly improve the 
overall conduct of business by making 
it more efficient and therefore 
profitable. 

If the accounting department sets up 
their books on the 
ures, 


more 


basis of these fig 
for instance, and charged 33 .1/3% 
of the total communications cost to ex 
communication and 662/39 ot 


the costs to interior Communications, it 


terior 


becomes apparent that a great deal 


than is 
needed to install a completely adequate 
interior communication system, 

Another error of 
may be in the 
system costs. 


more money 1s being spent 


over-simplication 
area ol 
To get a true idea of the 
cost of each instrument, total monthly 
rentals should be divided by the total 
number of instruments in use. Since 
communication equipment is installed, 
paid tor and used only to make it pos 
sible tor instruments to talk to 
another, the cost of the equipment 
should be related to the number of in 
struments in 

Three suggestions for the examina 
tion of a communication system are: 

1. To departmentalize between inte 


communication 


one 


use. 
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exterior. 
accurately 


rior and 

2. To 
loads. 

3. To look at the 

When these suggestions are followed, 
the installation of a separate interior 
communication system may be indicated. 
With an adequate separate interior 
communication system, better communi 
cation results are obtained, more efficient 
methods of doing business can be de 
veloped, greater profits will be forth 
coming—all at lesser expense. 

Separate two-way interior commun) 
cation systems can be divided into four 
general categories: dial tele 
phone, standarc dial telephone, cable 
telephone, and ljoudspeaking intercom 
munication systems 

Special dial telephone 
designed specifically for interior use 
Using telephonic principles, 
tems are adapted for 


Many 


estimate tralin 


costs realistically 


special 


systems are 


these sys 
medium size in 


stallations. operational featur 
unre prov ided 
Standard dial telephone 


for installations of 


systems are 
xcept 


differences, these 


larve size. 


for certain technical 
equipments are similar to the kind used 
by operating telephone companies 
Cabled 
wide range of operational features gen 
erally used for 
control 


telephone systems provid 


executive coverage 
systems. 
Loudspeaking inter - Communication 
systems are similar to cabled telephone 
Loudspeaker systems 
method ot 


systems. provide 


a quick and easy two-way 
communication. All stations are cabled 
together and talk together through the 
use of keys. Telephone handsets for 


privacy are usually available 











A Simplified Record of 
Typewriter Turnover 


)' RCHASING a quantity ol type 
writers at one time contronts you 
with the 


moving 


installing the 
those to be trans 
the old ones, with a 
contusion. When we pur 
they are placed in th 


problem ol 
hew OLTLCS 
ferred, and selling 
minimum ol 
chase new 
with the 
use. Those that are replaced are moved 
line to that have a 
these latter 
farther down 
end result is to sell those 
end of the line which, 
will be the oldest in 


spots highest percentage ol 


down the 


le Ssser 


positions 
and 
moved 


amount of use, 
ones may even be 
the line. The 
machines at the 
in most Cases, 
point Of service 


A simplified 


Various 


schedule for handling 
changes 1s shown The 


show the 


these 
lirst 

serial 
equipment 


two columns make and 
numbers of 
number is the number as 
machine tor 
equipment records, and the year 1S the 


the ty pewrite! 


signed to the our own 


year otf manutacture ol 


74 


the typewriters. The 


HAROLD F. HORSTMEYER 


arte Royal 7 


pewriter ( 


value is the value at the 


time if the 


The trade-in 
present machine 1s dispose d 
ol now. 
Location is shown by departments. 
Where a department has more than one 
typewriter, the typist’s name 18 
viven to further identify the 
The cheek under 


that a tag has 


also 
location. 
“Tags” means 
attached to the 
indicate its destination 


mark 
been 
typewriter to 
oO! disposition 

It the typewriter 18 to be 
with a new one, an x 1s indicated under 
“Replace New.’ If the old machine is 
to be transterred, the name of the de 


replaced 


partment where it is to go is shown 


under “Transfer.” If the typewriter re 
mains in the location an 2 is 
marked If a replace 


ment 1s to be made from another depart 


Sine 
under “Retain.” 


ment, the name of that department is 


entered 


f « 
If a 


under “Replaced By. 


machine is to be sold it is so 
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Chee x 2BLlieHPlom.. 


A BETTER WAY TO LOWER ACCOUNTING COSTS 


Here is a versatile, automatic account- 


ing tool so exceptional in economy, 


efficiency, ease and speed of oper- 


ation, that only an actual demonstra- 
tion will do it justice. See the Burroughs 
Sensimatic Accounting Machine in 
action soon. Burroughs Corporation, 


Detroit 32, Michigan. 
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Be Better Satisfied 





wrap racks 


The Borroughs Wrap Rack is surely a morale booster. Here's 


NU 


how! When a damp or wet (man’s or lady’s) coat is racked 
on a Borroughs, it dries evenly and smoothly, and not in a 


bundle of wrinkles. There is nothing more irritating than a 


Ba 
Za 
= -— oe oe ee ee 


wrinkled coat, especially if it’s still damp at the close of the 


day. And you know there are a lot of wet spring days ahead 


Mi 


TE 


If you have on out-moded clothes horse in your office, retire 


it, and get a Borroughs Wrap Rack. There are models to hold 
Open Shelf Files . . Steel Shelving 6, 12 or 24 coats and hats. May we send you our latest cata 


log? It’s a mighty good thing to have around 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK aint KALAMAZOO, MICHIGAN 
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“Sell.” In 
stead of trading in typewriters to apply 
rainst the 


indicated with an zx under 
purenase of new ones, oul 
“ure sold te eM ployer bor thy trade-in 
alue \ 
a ked lor 


replacement 


list ot who have 
kept 
pe riods and the 


apportioned on “ 


employees 
typewriters | hetween 
type 
writers first-come, 
Names are 


typewriters to he 


entered 
sold and 
turned the ac 
counting department to bill these indi 


first-served basis 
alter the 


the schedule is over to 


viduals. The billing and payment dates 
are noted, whicl closes the trans 
awcLiIONSs. 

Let’s follow a lew typewriters on 
page 76 to see how these changes are 
handled. Under Section I, Miss Stein 


in the Sales Department is to get a 


new typewriter, so an gz is entered 
under “ teplace New.” Her machine is 
to be moved to the shipping room, 
which is shown under “Transfer.” <A 


tag is made out with the shipping room 
name on it, and attached to Miss Stein’s 
typewriter. A check is entered in the 
tag column to show this was done. 
Under Section Il, the shipping room 
typewriter is tagged to be sold as indi 
cated under “Sell”, and the tag bears 
employee Shomer’s madi 
vidual buying this machine. The “Re 
placed By” column shows the shipping 
typewriter is to be 


name as the 


room 


replaced by 





Miss Stein’s 
Under 


machine from Sales. 


Section I, the Sales Depart 
that will be kept 


ment has a machine 


aS # Spare so an x 1s entered unde 
“Reta” 

Under Section Ll, the typewrite: 
i the Personnel Department is to be 


transterred to Addressograph, and the 
Personnel machine 1s to be replaced by 
the typewriter Miss Watson in Sales 
has been using. 

Under Section I, Miss Fiene’s type 
writer in the Stenographie Department 


is being moved to Miss Turner in Ae 
counting. Then in Seetion II, Miss 
Turner’s machine is shown as trans 


ferred to Engineering, and the replace 
ment in the Accounting Department 
coming from the Stenographie Depart 
ment. 

Under Section I, Miss 
typewriter in Sales is transferred to 
the Advertising Stock Room. In Seetion 
II, this latter typewriter is being sold 
to employee Barrett. 

When any of changes have 
been completed, a check mark or date 
can be placed after the corresponding 
name, department or transaction, so 
these moves can be marked off as each 
one 1s taken eare of. The chart ilus 
trated here is only part of a large 
schedule and merely gives examples to 
show the various types of 


Maybank’s 


these 


transactions 
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A NEW WONDER IN THE DUPLICATING WORLD 





THe Orrice 





In Record-Keeping 


Papers What 


Matters Most is 


COST OF USING... 


Not Original Cost 


SAYS KING COTTON 


i paper and index cards use 
space and housing that cost 
money. So you want them as thin and 
light as they can be and still wear well 
enough and last long enough. When 
you need a stronger, longer-lasting 
paper, buy a better quality rather than 
a heavier weight. Doing this usually 
costs no more, and will save space. 

Quality in record-keeping papers 
means paper made with cotton fiber. 
Cotton fibers are tough and resilient. 
Parsons makes ledger papers in 
100%, 75%, 50% and 25% cotton 
fiber. Parsons index-card stocks are 
made in 100%, 50% and 25% 
cotton fiber. 

Parsons cards and sheets are solid 
— not pasted together. They won't 
split or dog-ear at the corners. Entries 
won’t smudge or run on the fibers. 
Erasing by scratcher, rubber or chem- 
icals leaves a smooth surface the same 
color. Parsons no-glare surface makes 
it easier to work on. Papers and cards 


Parsons Paper Company 


are available in many matching colors 
for “color control” of different types 
of records. Both papers and cards are 
available in numerous weights and 
sizes. 

All these factors mean that your 
clerical costs will be lower when you 
use Parsons ledger papers and index 
cards. And you know that the cost of 
the paper your people work with is 
infinitesimal compared with the cost 
of getting the work done. 


Free, Useful Booklet 

There are nine basic principles 
essential in the economical operation 
of a records system. They are fully 
discussed in our booklet “How to Get 
What You Need in Record-Keeping 
Papers and Index Cards.” Obviously, 
the first problem is to define what 
you need, and this booklet will help 
because it tells what grades of paper 
should be used for various types of 
records. Write Dept. 42 for your free 
copy today. © prco 195s 


More than 100 years at Holyoke, Massachusetts 


April, 1955 





A NEW WONDER IN THE DUPLICATING WORLD 
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Seldom are so many improvements combined in one machine, priced 

within the reach of all. This new Standard Rocket Duplicator is an 

engineering masterpiece you will want to see in operation. Replacing 

the Standard SW, which proved itself a thoroughbred and was 

recognized for years as the finest low priced duplicator ever built, 

the Rocket assures even more brilliant, dependable performance. 
Illustrated literature gladly sent upon request 


STANDARD DUPLICATING MACHINES CORP. 








ANY an executive has been forced 
into some field of management by 


his boss, by sheer necessity of bull 
maverick in the stampedineg 
herd of rising costs. Others, more in 


dogging one 


clined to the leisurely pace, have chosen 
an important feature of management 
improvement contaming marked poten 
tialities for cost reduction and smoother 
The fellow who 
look forward t: 
the venture with about the same antic! 
pation as a two-year-old waiting fo: 
his first haireut. As a vice president 
of a company told me, maybe he’ll get 
run over by a truck before the opera 
tion started. 

Regardless of whether you're pushed 
in, or get in from native curiosity, one 
of the simplest but most important 
problems you'll ever run up against is 


operating procedures. 


is forced into it will 


gets 


whether your new program is to be 
built on authority or on competence. 
Don’t make the mistake of dismissing 


this as too elementary for your high 
level consideration. It will be 
the very cornerstones of your program. 

Young people by their very nature 
seem especially susceptible to the au 
thority bug. It too many years 
that I myself was complaining to 
an older and about an ap 
lack of authority to carry out 
one of the phases of our records man 
What he 


then surprised me no end, but has sine 


one ol 


wasn’t 
avo 
wiser man 
parent 
said to me 


agement program. 


turned out to be a gem of management 
philosophy. “The only authority you 
will ever need,” he said, “is the au 
thority of competence. When people 


in organization believe in you, and in 
the soundness of your ideas, you won't 
need to use authority even if you have 
it.” You may think that 


mentary. It is The danger 


this is ele 
lies in its 


Authority 
vs. 
Competence 


BEN F. GREGORY 
Otfice Methods Staff, 
Tennessee Valley Authority, Chattanooga 


very simplicity. Don’t overlook its sig 
nificance just because it’s elementary. 
The question of authority versus com 
petence is tricky because it frequently 
crops up in the earliest discussions about 
One ol 
the o1 
program. 


the installation of a 
the first arise 1s 
ganizational the 

Shall we put it directly under a bureau 
chief, a president in 
operations or the 
ager? Somebody will invariably present 
the thought that the higher in the or 
ganizational level, the authority 
will attach itself to the program. Maybe 


program. 
questions to 
Status ot 
vice charge of 


general office man 


more 


not in so many precise words, but with 


the same idea in mind It you don’t 
watch out, your program will gallop off 
in the wrong: direction betore you rea 
lize it, and a good many of your or 
ganization’s dollars will follow. Thi 
you certainly don’t want to happen, un 
less you’re getting tired of your job 
anyway 

If you’re fairly unfamiliar with the 
subject, it will be hard to see the logie 


of this reasoning. Left to the dictates 


of your own common sense, you would 
work 


probably come up with a fairly 





Which is better... 


t 
a 
' 
t 
' 
t 
a 
' 
‘a 
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the program that stands on its own merits, or 
the “pet” of some higher-up authority? 


ee eeseeeeeeeesseseasecenaseeeeeeaeseeessaesesaessassaaaaand 





81 


DUPLICATING MACHINES CORP. 


able progran A few kinks in it, to be 
sure, but they’d be ironed out presently 
But let’s assume that yours is an o1 


ganization with a long history of re 
| 


liance on unquestioned authority, where 
the boss is the boss and you'd better not 
forget it for a minute. Your boss, head 
of your department, bureau chief, gen 
eral 


manager, or board chairman, de 


pending on your spot in the organiza 
tion, calls you in for a general briefing 
on what he wants in the way of a 


program and what he is willing to spend 
on it. You can read between the lines 
that he expects to spend a lot less fox 
it than the savings expected to result 
from it You nod with due courtesy, 
clip off the customary “Yes, Sir, Ill get 
to work on it right away,” and walk 


briskly back to your office where you 
place a eall to your reference librarian 
for all the information she has on the 


subject. Next, to your employment 
officer to tell him you expect shortly to 
have an opening in the organization for 
a such-and-such manager. “Yes, a new 
job. Have the specifications down to 
you in a couple of days.” You’ve just 
lung up the phone with the general idea 


in mind of elevating your lower ex 
tremities to the desk top and waiting 
for the material from the library when 
the buzzer sounds again. It’s a ecrony 
with just time for a quick nine holes 
before dark. You join him and forget 
the whole thing until you’re shaving 
next morning. Maybe just coincidence, 
but the matter rejoins your mental as 
sociations just as you finish the lather 
ing job 

You’re still feeling good when you get 
to the offices The dollar hity you won 
yesterday at quarter-a-hole makes a 
¢omfortable weight in your pocket. You 
stop at the tobacco counter and blow 
half of it on cigars. In your office, 


you find a call from the librarian timed 
at 5:04 p.m the daw before, 
terial of the sort you expected. Hmmm. 
No, you’re feeling too good to raise 
the dickens because the material is 
on your desk 


but no ma 


not 


Not irritation 


a hint of 


te 





manner when you get her 


But what is she trying 


1s ! you! 
on the phone 
to tell you? 

that subject? 
city library last 
able to get 
Washington or 
is this? 
the best library setups in the country! 
No, don’t write for it. I want it 
Wire immediately! 
about to tell you that it was apparently 


No reference material on 
She has found out at the 
night that she may be 
some intormation on if In 


New York? Hey, what 
W e’re supposed to have one of 


right 
She 


away! was 


a new subject, but your tone changed 
her mind. 
Out of the material you finally get, 


only two or three pieces seem to de 


scribe the kind of program your boss 
has in mind. The others eover only 
certain phases of program you want. 
You identify the author of the best 


piece and place a long distance eall for 


him. <A secretary tells you Mr. So-and 
So is out of the eity and won’t be bacl 
until next Thursday. You ask her 


where you can reach him today, and get 
a phone number in Dallas as a remote 
possibility. Your secretary takes up the 
chase while you mak« 
of the odd assortment on your desk. In 
the midst of your vain search for som 


a closer perusal 


idea of what such a program should 
cost, your secretary announces that Mr 
So-and-So is on the line from Dallas. 


The only conerete result of this conver 
sation is that he will stop off day after 
tomorrow to discuss your problem with 
you personally and see what he 
do to help you Not much help, but at 
least he seemed aware, as you're hegin 
ning that problem. 
Back in your familiar routine, the time 
passes quickly 


Can 


to be, vou have a 


The consultant, like his writing, seems 


inclined to avoid the question of costs 


You ask him if he could tell you what 


you’d have to pay a manager, as on¢ 
of the cost indices. His general ap 
proximation gives you your first real 
jolt. But you reel from another which 
follows the first even at that salary, 


such a man will be hard to find. About 
the best you can hope to do is to en 
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and get a hole for the 
result 
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Printed “Copy” 
second sheets, 
marginal or diag- 
onal in size 
8, x 11, Sub. 9. 
Available at your 
stationers in eco- 
nomical 500 sheet 
boxes. 














Millers Falls Ezerase with its special, patented, surface 
coating resists the abrasive action caused by erasers. Thus, 
typing mistakes can be quickly and cleanly erased without 
leaving a scuffed, torn and marred surface. Ordinary thin 
papers cannot offer this outstanding feature. Best of all a reg- 
ular pencil eraser will do the trick ... words brush off so quickly 
leaving the surface smooth as silk. Ezerase Onion Skin is truly 
the answer to SMOOTH — easy typing. QUICK — clean 
erasing. We know you'll like Ezerase . . . once you try it. Send 
us the attached return post card for a free complete sample 
book or 50 cents for a 100 sheet trial packet, 81/2 x 11, then test 
the amazing erasing qualities of this unusual paper. 





MAKE THIS TEST 
YOURSELF. 


Type a few words. 
Make erasure with 
ordinary pencil 





correction? 








[] Please send me a trial Packet of Ezerase, 8'/2 x 11, 
Substance 9. I enclose 50 cents to cover the cost. 


complete line of Millers Falls Ezerase. 


Name 





RETURN 

THIS 

POST [] Please send me a free sample book showing the 
CARD 

FOR 


Company 








| Company Address _.____ PO SD Se os 


ET RL TE ey a <r 


gage a consulting firm to get vour pro the decision has heen harn already von 





Willows Slt 
EZERASE Onion Skin 





White only, Substance 9, Cockle finish 
is available from your printer or sta- 
tioner in sizes 81/2 x 11, 81/2 x 13, 81/2 x 
14, in handy 100 sheet packets or 
boxes, also attractive, economical 500 
sheet boxes. 


Printed “COPY” second sheets, mar- 
ginal or diagonal, are available in size 
8/7, x 11, Sub. 9. Legal marginal ruled 
is available in sizes 81/, x 13 and 81/2 x 
14 in Subs. 9-13-16-20. 


EZERASE is available to your printer 
through national distribution in stand- 
ard large sizes and heavier weights, 
Substance 13, 16, 20 for letterheads and 





and two men 


current] 
jects : 


Y on related ; 
i eM ated sub 


while S Cee af oe 





gage a consulting firm to get your pro- 
gram under way for you and hope that 
some individual closely involved in the 
installation can be developed to the 
point where he could take over the 
actual direction after the consultants 
vithdraw. The roughly estimated fee 
for the installation constitutes the 
knockout punch. This certainly is not 
just a routine problem! He agrees. You 
thank him for stopping by, vaguely 
place the card he handed you when he 
came in on top of the note pad where 
vou have jotted down some figures. As 
soon as he has closed the door, you call 
your closest friend for lunch. 

After lunch you find that you can’t 
get to the old man until 4:30 in the 
By that will be 
getting tired and not in the best mood 
report. You 
appointment Tor 


afternoon. time he 


select a 
next 
and devoutly hope he gets a good night’s 
He does. It has little effeet on 
him after you tell him of developments 
so far on project with only slurred and 
cautious mention of some of the figures 
on your scratch sheet. You had intended 
to feel him out for a reaction indicating 
the general direction of the thing in 
the immediate future. He is adamant. 
“Somebody is is trying to pull my leg,” 
he glints at you, “and I don’t think I 
like it.” You hadn’t thought he would, 
but had somehow neglected to mention 
it. “Look,” he continues, “this is your 
baby, so nurse it along any way you 
want—but,”’ he buts, “it 
that the consultants are out—too expen 
sive. Why not take somebody from 
your own organization to head up the 
program? Put him direetly under your 
supervision, outline what you want 
done, give him the full backing of your 
office in a memo to all department heads, 
and tell him to get busy. 

“What about Simpson in forms con 
trol?” You acknowledge limpingly that 
of course that’s one feature of the pro 
gram we want, and of course Simpson is 
man in that field, well-known 
over the organization. Realizing that 


for your nine 


o’cloek morning 


sleep. 


seems to me 


a ow od 
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the decision has been born already, you 
add a late midwife’s blessings and de- 
part. Back in the sanctuary of your 
own office, you wish the gods had spared 
you this headache, but privately suspect 
that this is only the beginning. Yes, 
you know Simpson. Ambition person 
fied. Wife mostly responsible. Nothing 
wrong with ambition, ot Just 
wondering, though, how the rest of the 
organization will react to his broadened 
responsibilities. You phone him to come 
to your office. You’re surprised to learn 
that he has apparently been boning up 
for the interview, exhibits a detailed 
knowledge of the various features ol 
the subject. Before the discussion 1s 
concluded you can’t get rid of the 
suspicion that he might have engineered 
the whole thing. But you thank him 
for coming, and call your personnel 
man in. He, too, knows Simpson. But 
there’s the old man’s suggestion, which 
had better not be disregarded. You out 
line the desired program to him. You 
agree to set the job up initially at a 
salary figure considerably above Simp 


course. 


son’s present salary and considerably 
below the figure suggested by the con 
sultant. 


Your memorandum to all department 
heads announcing the beginning of the 
program, and the selection of Mr. Simp 
son from among all available and quali 
fied candidates as the new manager, goes 
weeks later. Along 
goes a statement, though not a picture 
of your tongue in your cheek, that the 
program, and by implication its head, 
has the full backing of top manage- 


out some with it 


ment. As you dump them in the box 
there is a strong inclination to brush 
your hands of the whole affair. But the 


old man told you it was your baby, and 
you know you can’t. You work up a 
draft of Simpson’s job description to 
make him directly responsible to you. 

The weeks stretch into months while 
Simpson organizes his office and gets 


under way. He needs three subordi 
nates: his successor in forms control 
who will be expected to broaden out, 

$3 










and two men currently on related sub 


jects. Later, as the program develops, 


these in turn will need subordinates, 
depending on the volume and com 
plexity of the work to be done. You 


begin to wonder if Simpson might have 


talked with the consultant, too, before 
you did. But you’re a charitable soul 
by nature and hope for the best. Be 


sides, so far as you can tell, he is doing 
a bang-up job in organizing and getting 
the program under way. But 
skyrocket. 
ginning. 
ports ol 
out of 


the costs 

You’d expected it in the be 
Now you begin to look for re 
savings, the first thin trickle 
the tight spigot. Your mind 
goes back to your boyhood days and the 


first batch of pomace in the press aft 
cider time—how the dry presses usually 
soaked up most of that rich juice on 


the first 
some more. 


press—and you decide to wait 

Toward the end of 
of the program, you 
the first 


the second month 
a draft of 
directive on the sub 
ject: effective today, as rapidly 


review 
company 
as the 
transition can be made, all such matters 
are to be the new de 
partment where they will be serviced in 


transterred to 


accordance with company policy; that 
all duplicate material will be destroyed 
in the that the consolidation 
will save an estimated $75,000 a year 
in clerical time, space, and equipment 
costs; that some departmental employ 
will be transferred to the new de 
partment, others will be assigned other 
duties. You know the old man will be 
pleased with the savings figure, if you 
can prove it. 


process, 


COS 


You ask Simpson to give 
you the details so you ean verify the 
estimate. You’re satisfied the figure is 
reasonable. But then you begin to won- 
der how this is going to work in some 
department ’way down at the lower 
end of the plant area. Sometimes they 
need things in an awful hurry, and it’s 
at least a mile down there. The same 
thing will be true to a lesser degree in 
several other departments. Simpson is 
reading your mind. He’s discussed the 
move with all department heads and, 
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while a few of them were a little skepti- 
cal about it, all agreed to give it a try. 
Of course 2n occasional exception would 
have to be made but these would be in 
the nature of exceptions. Looks all 
right, and you approve it. 

A month later, the draft of the second 
directive is on your desk: the new pro- 
cedure. You have to study it for 
awhile. What you finally conclude 1s 
that, though department heads will be 
consulted, the new manager appears to 
have the final word. Simpson verifies 
this impression and justifies his posi 
tion with the statement that he is in 
effect the company expert on the sub 
ject. You’re forced to agree. Besides, 
the new department will be keeping data 
on its operation and the new manager 
will be in an excellent position from 
review of these data to make decisions 
on the subject. Hmmm. You aren’t 
sure how this will work out, but you’re 
swayed to approval by the estimated 
savings. Simpson grins. “We'll watch 
it earefully.” You fervently hope he 
while he exits. You reeall un- 
pleasantly that when heads begin to 
roll the axman isn’t as a rule satisfied 
with that yours will be near 
the scene for comfort. Somehow your 
collar seems too tight all day, but you're 


does, 


one; too 


tied up with your sales manager and 
your advertising firm’s representative 
on a new promotion scheme, and the 


matter is crowded out of your mind for 
the rest of the day. The cocktail party 
you and your lady attend in the home 
of some good friends that evening mel 
lows you up further. It’s not until your 
razor glides over your throat next morn- 
ing that your foreboding of the previ- 
ous day makes you jump. 

Your routine is 
headache all day. 


hounded by a dull 
Next day is monthly 
staff meeting. And so it goes. You’re 
the last person in the world who would 
ever want to be interested in the subject 
anyway. 
prove 


In quick succession you ap- 
use of the 
new department, the design and repro- 
duction of its forms and reports. Looks 


directives involving 
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Wflecsae makes 
ribbons for 225 


office machines 


Machines vary. So do operators. And job requirements 
vary, too. But two needs are constant — the need for clear 
legible work and the need for economical production. 


Webster meets these needs with a wide variety of inked 
ribbons for specific machines and specific kinds of work 
They are made from the finest materials, either silk, long 
staple cotton or nylon. And there is a wide choice available 
in color and ink intensity. 


Naturally, these fine ribbons are unconditionally guar- 
anteed. Webster introduced the first non-filling typewriter 
ribbon in 1889. Since then they’ve been precision made and 
carefully inspected, inch after inch, to insure uniformly good 
service. 

The ribbon that does high quality work, dependably and 
economically, is the best ribbon for your office. Your wisest 
choice is Webster’s . . . consult your nearest dealer or write 
to us directly. 


F.S.WEBSTER COMPANY > 





8 Amherst Street, Cambridge 42, Massachusetts 
ee 
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PLUG 
IT IN 


AND TALK! 


no wiring! 
no installation! 


Here is the Bogen 2-way inter-com 
that requires no wiring or instal- 
lation. Just plug the stations into 
any electrical outlet, and your sys- 
tem is ready to save you countless 
hours of walking and waiting! 
Complete : $95.00. Write today for 
literature. 


Bogen 


TWIN 
WIRELESS 
INTER-COM 


MAIL THIS COUPON TODAY! 


DAVID BOGEN CO., INC., Dept. HD 

29 Ninth Avenue, New York 14, N. Y. 

{] Twin Inter- 
Wired Inter-com Systems, 
] Complete PA Systems 


Send me complete facts on: 
com Systems, 
[) Paging Systems, [ 
Nome 

Company 

Address 

City & State 


cr 
' 
' 
' 
i 
' 
' 
i 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
‘ 
' 
' 
' 
i 
L 


oo 
a 





about 
know 
reduction 


like you may have been wrong 


im psor 


tnat the 


{you hope). But you 


payor 


will be in the 


the annual budget for office opera 


Lions, next two or 


presumably in the 
better! It cer 


jump 


three vears It had 
a kangaroo-size 
new program, 
department heads will be get 
and 


into net 


tainly had taken 
this year because of the 
and the 


ting louder louder about it each 


ar it slices earnings. 


At the end or the second year ol 


new department, the annual report 


its manager shows some impressive 


savings, even above the 


] program ¢€osts 
But the office operations budget con 
True, it has leveled 
off since the first year, but is still creep 
ing up neve rtheless. At the end of the 
third year the still continues 
You begin to get that feeling that som« 
that it 1s 
Just 


deeide to do some 


tinues to go up 


trend 
thing 1s fishy, and you know 
high time you find out what it is. 
about the time you 
thing, your buzzer and secretary inform 
would like to see 
You’re afraid you al 


You 


as puzzled as you aré 


you the old man you 


a Tew minutes 
ready } now 
right But 


about the 


what it’s about. 
he’s 


differe nce 


were 


between the re 
fact that these 
money Savy 
“Tfank,” 
a puzzled trown, “thi 
thing looks so good in theory, but there’s 


ported savings and the 


are not balanced by actual 


ings 1n the operations budget 


he squints out ot 


along the 
that 
about 


something somewhere 
line.” He 


had 


the situation 


wrong 


iwnores your statement 


COnceCTIHE d 
| vrotl you 


ll tend to see 


begun to be 

“Hank, into 
golly | you 
Let’s call in some of the 
heads 


head on 


you 
this, and by 
through it 
and se¢ il we 


department can 


draw trouble 


ma” Rae 


tercom (ne oft 


whatever the 
into the in 
them is the head of 
the research department. All four you 
know Trom CX pt rence are tough minded 


naps Tour names 


realists, among the best men in the 
Through the 


while you're 


whole outfit customary 


pleasantries vhich ensue 
waiting for these men to show up, you 


feel relief at the old man’s promise ti 
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“see you through it.” Come what may, s tacitly elected spokesman Lol 
vou know he is a man of his word first answer. “Frankly, 1 don’t know all 
When the other four are convened. the answers to that one, but I do know 
some with apologies for taking so long one thing that may have a bearing o1 
to get there, the old man goes directly it.’ His brows go into a thoughttu 
to the point: “Gentlemen, some three frown as he continues, “We've found in 
years ago we instituted this program the three years since this work was ce! 
It doesn’t seem to be working out as tralized that most of our work has had 
well as | expected I’m wondering it to stay on the job, so we've done it and 
any ot you have any ideas about why sent copies to the new department sim 
it isn’t.” The four men exchange appre ply to conform to procedure.” 
clative glances, and the research head “Himmm,” hums the old man witl 


ad bbl get yor 


SHOPPER 
in fabrics. Permanent po- 
tume Co, 151 W 46 St 


CO, $50-$75 
SUAL OPPTYS—5 bays 


"KAHN AGENCY, INC. 


CORRES-FILE—A Miracle in Modern Filing! 


WASSELL ORGANIZATION, INC. 
Westport . . . Conn. 
| want to know how Corres-File can 














reduce costs and bring our filing oper- 
ation up-to-date. 

Name... 

Title... 

Company... 

Address iii a 
NL Siicticasininks Zone....State 
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= 
The Case of 


the Sluggish 
System 


SEGARA. ABABA 


with a 6-part 
Moore 

FACTORY ORDER 
featuring 


e Spot carbon tissue 
« Carbon opaques 


aa \>—* © Spot hecto carbon, etc. 
; 


* 


An ‘employee’ 
not on the payroll 


cut order-processing 


é 


They're Parts 4, 5, 6. A tissue 


. d with carbon spot controls the 
time 60% © information that prints through 


to Part 3. 


When a business 
outgrows its system, 

an experienced outside 
viewpoint is often a big 
help, as in the case of the 
Moore man who starred 


‘ , - 
here like an ‘employee Savings and Gains: 
not on the payroll. A way to produce speedily all the labels 


an order needs is one important benefit 
from the system. Others are: | writing 
does the job of 3. Elapsed time from 


order to shipment has been cut from 





An old-established company, a leading 
maker of pencils, prides itself on qual 
ity not only in manufacturing but in 
office method. The demand for its met 
chandise has increased persistently and 
finally got so heavy that orders raced 


ahead of the staff's ability to process 


(willis thie muiibedliiiaiey ss 


Part 1 is the Factory Order 


It’s filled out in an accounting ma- 

chine that prints from punched cards 
containing details of cus- 
tomer’s order: description, 
quantity, price, etc. 


Carbon Spot does the same 
It appears on the back of Parts 3 and 4. 





20 to 8 hours, a 60% gain. Streamlining 
saves 400 clerical man-hours a week. So 
many improvements have been built in 
that it proves the wisdom of getting 
experienced help. The Moore man can 


be called in to look over your problem 


them. Paper work took longer than it 
should. <A 


writings and 


single order needed too 


many in the a 


gyvregate 
( 


too many man-hours. The trouble in the 
itself felt 
like inventory control and slow billing 


And then... 


system made In operations 


Part 2 is the Label 


Also packing slip. It’s a hecto master 
and Shipping uses it on a Spirit Du- 
plicator to run off all the labels that 
are needed. A fast 

new process. 


The Shipment is invoiced 


on a separate 4-part Moore form. Cus- 
tomer gets his copy together with Bill 
of Lading from the 6-part form. This 

makes the system dovetail. 


any time you think he might help 


Meanwhile ash for samples of system 
field Write 


mnprovement in your 


Moore Business Form NI 


ak 
avara | alls N y DD. nton, \ Wo 
Tex. or Emervville, Cal. 


\ 








glance at the nodding heads of the other 
three 

As you get into the extensive remode! 
ing of your program, you begin t 
appreciate for the first time why com 
petent managers are searc Not or 


know] 
and the 


and stimulate, to dé 


does the job require a tnorougn 


edge of the general! 
ability to plan 


elop, install and operate a complicated 


policies 


ystem; and to reconcile all the varying 
points OL viev nto a workable system 
for the entire organization It takes 

man who ean think on his feet, a mar 


compromise gut it also take 


who KnOWS wher 


CoM promise 





would be | trou ! { ion 
and who @€al ny persuasion bring al 
other fellow around to his own pon 
ol view by mat Yr minor concessions 
while holding rigidly to a few sound 
yasie principle Finally, it takes a mar 
th unlimited persistence to get the 
desired action out ot an occasional 
Mosspact You KHOW how that you 
| never be able to buy such a mar 
tailor-made, at any price. gut you do 
\resoly to build one yourself on the 
ound basis of } eventual competenc 


in all phases of the program, and in the 


o forget about the word au 


thority altogether now on 


from 





A Geographical 


EK VER hunted on a 
for the location of small towns 
“as A banda Ala.; Johnson, Nev 

or Yoder, Wyo.? The that 


AVE YO 


map 


suc] 


enances are 


those towns, as well as hundreds of 
others like them, are not marked on a 
large map of the United States. Alumi 
num Co. otf America had the san 
trouble until its Sales Territory Refer 
ence Book was prepared With thou 


sands of inquiries about Alcoa product 
flooding company offices throughout the 
nation, an © way was sought to lo 
eate towns and the sales territories ser\ 
ing them. The U. S. Postal Guide 1s 





Sections of the U.S. Postage Guide are used in 
Alcoa's Sales Territory Reference Book. 
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used as the basis Tor the system hecause 


Aleoa’s sale 


eountv boundaries 


territories coineide with 
This 


Re Perence 


parcel post 


aiso permits 
Bo } TO 


rate 


the Sales Territory 


be used to determine 
ZONES 
Territory 


Posta 


by listing postal 
In Aleoa’s 
Book, 


Re fereuce 


Guide art 


Sales 


paves Ol Hie’ 


separated by the use of index divide 
neet eontaining the sales othees serv 
ing that state and the counties that come 


Kor 


eovering tne 


under their jurisdiction brevity, 


t territory largest 


lif SACS 
number of counties is designated, “All 
Other Counties a” 

rormatior 
The 


<eevtion 


request tor ! 
Johnson, Neb. 
Nebraska 


Suppose a 


cfomes trom hook 


1s opened to the and 


the town of Johnson is found in the 
alphabetical listing of cities and towns 
Beside thie name Ol Johnson is 
county in which it is located. \ flip 


oft the pages to the divider sheet mark 
Nebraska SeC 
within the 
that 


ing the beginning of the 


yt eounties 


j 


tion SHOWS 
serving 
eounty 

branch o 


People u ffices can quickly 


determine which Aleoa sales office serves 


any town or city in the country I 
quiries can be sent to the proper sal 
territories with greater speed and les 
re bility of error 
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EARNINGS 
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Magnification shows you: 


So sharp, so clear, so easy to read. . . on glare-free 


HAMMERMILL LEDGER 


Here are figures written on Hammermill Ledger—magnified four time Chey re 
written with a steel pen just as one of your own bookkeepers might write them. And 
just see the clarity, the easy-to-read legibility! 


Turning out faster work while cutting down on rrot I the neatest trick of 
week. Any week. And Hammermill Ledger helps you do it. It's glare-fr irfac 
and soft colors make it just about the most ve-resttul iger that r giaddet lia 


bookkeeper’s glance 


Hammermill Ledger takes typing and writing better, too, for neater iner entri 
both pen and typewritten. For sharp, legible bookkeeping machine ents 
from the special items watermarked ‘Posting Finis! 

Durable enough to stand up under year f handling, Hamm« il J 
firm, uniform surface that takes cleaner, sharper ruling and printing. Write—now—on 
your business letterhead for free sample book. Hammermill Paper Company, 14¢ 


East Lake Road, Erie 6, Pa 


MMER)},, 





l? 


---yet LEDGER <¢ — 


MADE BY THE MAMERS OF HAMMERMILE BOND 
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Send for this 

20 page booklet... 
shows how xerography 
cuts duplicating costs! 








Xerography SPEEDS 
paperwork for companies 


of all kinds... 





XEROGRAPHY 


COPIES ANYTHING WRITTEN, TYPED, 
PRINTED OR DRAWN—ONTO 
PAPER MASTERS FOR DUPLICATING 
—IN LESS THAN 3 MINUTES! 





Werte for case histories showing the versatili- Original is copied onto paper 
ty of the dry, electrostatic xerography proc- master Sy neregraphy i tess 


, : , : : than three minutes. 
ess in paperwork duplicating applications. 


THE HALOID COMPANY 


55-16X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters for duplicating 
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Putting Presentation Power 
In Your Reports 


ROBERT GREENBERG 
Planning & Controller Dept., U.S. Naval Supply Depot, Bayonne, N. J. 


YO YOU HAVE to write a report ! 


You have collected all the data that 
vou need, and you know the points 
that you want to put across. Your main 


problem, now, is to assemble this in 
formation in a manner which 
mit dissemination in the best 
light. The information that you include 
in the report will stand or fall on its 
own, but your presentation of this data 
that 


will per 
possible 


can help make a good report just 
much better. 
Reader acceptability is important. It 


can make or break a report. <A report 
which is not read, or one that receives 
a passing glance and is then tossed 


aside for possible future perusal, is the 
“fate worse than death.” On the other 
hand, the report that succeeds in stimu 
lating and holding the reader’s interest, 
is one that is well on the road to sue 
Many 
nized this For example, financial re 
ports or other kinds which are dis 
tributed to stockholders and the general 
public no longer are just mere 
of the aecountant’s columns of 
These are now generally colorful, pleas 


COSS. businessmen have recog 


COPIEes 


figures 


ant to look at, and are designed to draw 
and hold the reader’s attention, as well 


as to furnish him with the faets 
As a reports-writer, bear in mind 
reader interest and eye appeal. Why 


not use the sales approach? ‘Try to 
place yourself in the position of the 
people to whom your report is directed 
What can you do to get them interested 
in your report? What can 
maintain that interest, once 
generated? 

One of the first points that catches 
a reader’s eye is your report’s title. This 
could be the key that unlocks the door! 
Does your title tell the story? Is it 


you do to 
it has been 
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eatehy, short, and, at the same time, as 
, 


completely cle scriptive as possible 
The title, like a 


should make the reader want to continue 


newspaper headline, 
reading 

The arrangement of 
Does your 


your material is 


important too arrangement 
permit a logical and orderly 
If the report is lengthy, have you con 


table ol 


sequence 


sidered the use of a contents ? 


This will serve to identify specie see 
tions and permit the reader to mak 
direct reference to areas which might 
be ot special interest to him 

Another device to consider is the in 
clusion of a summary This might be a 
wise move, particularly if your readet 
is a busy executive who might not find 
the time to read any ol the report with 
out such an aid The summary should 
be a boiled down version of the report, 
covering the main highlights But, if 


should also be designed to stimulate i 


terest in the details! The ummary 
should be similar to the lead paragrap! 
in a newspaper article. This generall 
covers the main facts, but it usually 
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Fig. |. Organization charts can be made by 
using boxes and lines which are 
adhesive tapes 


printed on 
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Fig. 2. This graph combines ruled lines and 


ines printed on adhesive tape 


creates a desire which makes the reader 
want to get more of the story. 

You should also consider some of the 
little things which will help to dress up 
your report. Some will say this falls i 
the category of “window dressing.” 
They are right! A certain amount of 
window dressing is desirable. The field 
of product and package design has 
stressed the importance of eye appeal 
You should, for example, pay close at 
tention to the format and typing gruide 
lines for your report. Try to avoid the 
monotony of too much typing on a page 
Use white spaces to overcome th 
Don’t give the reader the impression 
that a great deal of effort and concen 
tration, on his part, will be required 
You, yourself, at some time or other, 
have tossed aside a book or pamphlet 
because you got an impression that thers 
was just too much to be bothered with. 
The type, format or layout may have 
caused you to have this feeling. 

Such things as wide margins or 
double spaces hetween the lines help 
to break up the appearance of masses 
of typed lines running together If 
you believe that double spacing will 
give a false impression of too much 
bulk, you might consider using wide 


— 
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roi and ust double Spacing i 


tween paragraphs 


Your typist should understand — thi 
importance of this job She can he a 
big help n the area o! presentation \ 
little extra effort, and some special 


pains on her part with regurd to enter 
ing titles and sub-titles, page numbers, 
care in indenting and keeping faurly 
even margins, avoidance of strikeovers, 
misspelled words, sloppy erasures 0! 
other common typing errors, will be an 
sset. 


The proofreading area is another 


field where an assist from your girl 


Friday will help out. Misspelled words 
and typing errors detract from presen 
tatior If your report deals with fig 
tures or sums of money, be doubly care 
ful Errors here could prove disaster 
ous, or Cause considerable embarrass 
ment 

If more than one typist works on 
your report, be certain that they all uss 
the same format and guide lines. If at 
all possible, make sure that they uss 
machines with the same type charac 
teristics. Varying sizes of typing and 
radical changes in format and styling 
may greatly detract in the appearance 


DOLLARS SPENT IN OPERATION 
JUL- AUG-SEPT 1954 








$ 16,000 














Fig. 3. Ready-made pictorial material is avail 
able for statistical charts. 
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PROGRAM SUMMARY 
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Modern Mimeographing 
helped do the impossible 


Speeches started at 9:00 A.M. and lasted until 5:30 P.M....yet 
each guest received word-for-word copies bound in a 72-page 
book before the banquet dessert was finished that evening. 

Here, again, was proof that MODERN mimeographing can 
do what seems to be the impossible. For more information 
simply clip the *Information Request form to your letterhead 
and mail to A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. A. B. Dick mimeograph products are for 
use with all makes of suitable stencil duplicating products. 


*information 
Request 
Dept. ©-4 
See THE FIRST NAME IN DUPLICATING 


Text 


A. B. DICK and ES are registered trademarks of A. B. Dick Company 
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Now, a compact one piece photocopying machine 
with the versatility of a flat bed printer! 


In seconds it copies anything that you can hold against the giass! 
Even books, or other material that cannot be passed through the 
slot usually found in photocopiers. 


. Easier to clean—and more economical. The developing tray lifts out 
ss for simplified cleaning and closes tight when not in use, thus ; 
. extending the life of the solution. . 


Protects from corrosion because of its non-metallic tank 


Also makes perfect transparencies for use as masters with diazo 
or blueprints or for burning in positive offset plates. 


Compact—Portable. Two sizes, 842” x 14” and 14” x 17” 


Other Photorapid models: one-piece combination with s 
ft 14” throat and two-piece models up to 18” x 24”. . 


see eereeeeeen eee eeaeeeeeeeeeeeneeeeee ® 


Cop’ a Dept. 04, 105 Chambers Street, New York 7, N. Y. 


CARBON PAPER & RIBBONS + DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES © 
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of your report. On the other hand, ux 
controlled use of varying type sizes 
and characteristics might prove advan 
tageous, 1f you desire to emphasize cer 
tain portions of the report. This de- 
vice can be used to create a change of 
pace. The point to remember is that 
such changes must be controlled 

In conjunction with your format and 
styling, you should plan to use a simple 
identification system to identify para 
graphs, subparagraphs and other divi 
sions in your report. An identification 
system which is overly complicated will 
tend to cause confusion. However, the 
lack of a means of identifying segments 
within the report could also cause trou 
ble when someone desires to refe1 
specific section. 

The region where you will be able to 
use a lot of originality and ingenuity 
is in drawing, charting and illustrat 
ing. Many people avoid this facet com 
pletely because they don’t believe they 
can produce a_ satisfactory product. 
Don’t let such a belief stop you. [lus 
trations are a tool, a device for calling 
attention to salient points. They are also 
used to create a change of pace, to give 
a pictorial presentation and to create in 
terest. Don’t overlook a good bet! This 
is particularly true, now that there are 


to a 


$ 100000 
EXPENDITURES OF FUNDS 





JAN-DEC 1954 





several products on the market to help 
you out in your endeavors 


One product consists of various sizes 


of figures and boxes tor making o1 
ganization charts. All you have to do 
is to make a rough sketch of your chart 
Then you select the appropriate size 


boxes and type in your names and titles 
The next step is to line-up the boxes 1 
their proper 


coated with an adhesive 


hacks ar 


material, so all 


places. The 


you do is stick the figures in their desig 
nated spot, on your board or plate. You 
then use an with a cen 
ter line to 


(Fig. 1). 


adhesive tape 


connect the various boxes 


This same company puts out 


similar material to be used in making 
space layouts and statistical charts 
(Fig. 2). They also make up a series 


of pictorial representations which can 


be used in your graphic 
(Fig. 3). 

Several 
patterned 
terial which is useful 
illustration. You 
sketch as your first step. 
off a strip ol this shading sereen ap 
proximately the size and shape you ré 
quire. You put the strips of material 
into position You then smooth the 
strips in Finally, you use a 


presentation 


companies make colored o1 


sheets of transparent ma 
for charting and 
rough 


again make a 


Then you eut 


place. 














Fig. 4. Two examples of the use of shading sheets for rendering tonal values. 
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Business letters have 





new carbon-ribbon 


4rer of typewruers 
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that “printed look’ 


with this special typewriter 
... only *23°° down 


The secret of the new Carbon- 
Ribbon Royal Standard lies in the 
ribbon. 

The conventional typewriter rib- 
bon is made of silk or cotton. The 
clarity of each letter depends to a 
large extent on the evenness with 
which the operator hits each key. 

But the new Carbon-Ribbon 
Royal Standard Typewriter is dif- 
ferent. 

The ribbon is virtually a strip of 
the finest carbon paper, so manu 


factured that it is not fragile. This 


paper is cut into typewriter-ribbon 
width and wound on a spool. 
The 


through carbon paper. Each letter 


operator actually types 


comes out black, clear-cut and 
even. You get the finest duplicating 
imaginable—and as for “‘fill-ins,”’ 
the receiver can scarcely tell he is 
not getting a personal letter. A va- 
riety of distinctive type faces is 
available. 

This precision-built writing ma- 
chine is in the tradition of rugged- 


ness which is Royal. 


Ask your Royal Representative to bring one to your office 


and show you on the spot how wonderful the new Carbon- 


Ribbon Royal actually is. 


GYAL standard 


the double-duty office typewriter 


standard e electric e portable « Roytype™ busines 
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"I don’t care which...just so it’s CLARY!” 


10-Key or Full Key, new Clary Adding Machines make her job a joy! 
What's it really like—her first day with a new Clary? It’s like having all 
her wishful thinking come true. For here in the stunning new Clary is all 
she’s ever wanted in an adding machine. How wonderful to multiply and 
divide as easily as she adds and subtracts! How exciting when Clary’s pow- 
erized controls answer her lightest touch! 
3ecause you think enough of her to give her the best, all at once you’ve 
made her job a career...and her spirits soar. Why, just seeing and touch- 
ing the beautiful Clary makes her 
day more pleasant. Come 5 o’clock 
she’s still morning-bright...and 
just look at all the extra work she’s 
turned out! Call for a demonstration 

look in your yellow pages 
FREE! New book, “How To Live Bet- 
ter On What You Make.” Write on 
your letterhead: Dept. 045, Clary 
Corporation, San Gabriel, California 


Creator of modern computing machines and cash registers for America and the world 


100 Tue Orrice—April, 1955 








sharp edge to cut out the exact desig 


vou desire. When you are satisfied with 


Vou! 


cutting, vou make the adhesion 


permanent, by down on. the 

(Fie. 4). 
With the use of products ot this sort, 

you can make up charts which will have 


pressing 
gure with a straight-edg« 


n professional look. Hlowever, you don’t 
Kind out if 
vou have an office artist in your midst 


have to stop at this point 


Most groups have at least one membet 
who has some artistic talent. Generally, 
he would be more than pleased to assist 
Vou, 1f a request Tor assistance 1s made, 
You can probably also drum up the as 
sistance of someone who has some dratt 
These 
put to work to help create 


ng experience talents can be 


pictor al ol 
vrapiie presentations 
The extent of your distribution will 
whether or not 
you will have to give consideration to 
duplication If 
limited, typed pages will 


lLlowever, if extra copies are re 


probably determine 


methods oi your dis 
tribution is 
suthee 
quired, you'll want to consider the proce 
used 
If you have an offset duplicator avail 


ess of reproduction which wall be 


able, consider this media. It offers many 


advantages in the area of illustrations. 
These may be drawn directly on paper 
plates, it a pencil Is 


illustrations can be 


yTrease used, or 
reproduced — on 
plates through photography or Xerogra 
phi Good results also can be obtained 
with other duplicating processes You 
can probably get a lot of good ideas 
from the people in your duplicating see 
tion if you ask for their advice 

It your report consists of more than 
a lew pages, you should also consider 
bind it, and 


Your 


1) nding needs probably can be satisfied 


how vou ure yoing to 


hether or not a cover is desirable 
through the use of staples or brass 
Plastic 


colors, is now available to any offie 


paper fasteners. binding, 1 


If a cover is desirable, it might con 
ist of a sheet ot 
or an binder. A 


mple means of lending dignity to your 


individual tolder or 


report is to. enclose it in a theme 
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paper or cardboard, 





folder ile jacket ~ ( tt od 
for this Purpose 

be sure that clear and detatied ol 
struction ure given tor cach pliase ol 
tiie product ol nnd wassembl ol oul 


report (heck to see that these iustruc 
tions are carried out. Make a turther 
check betore = the 
distributed You 


Irom at 


completed report 


voursell 


mig ave 


embarrassing moment 


Ihe concentrated effort that voes rite 


youl report may neve! iM noticed | 


vou and the report do a good iob. It 


you don’t pay nitentiol te tiie litth 
details, the report ma not be a elles 
tive as you intended Don't t 


mate the power of presentation 


NATIONAL 
SECRETARIES 
WEEK 


April 94-30 has been pro \ 
tional Secretarie W ec fil Apr 7 
will be Secretaries Da ('¢ NSOr 
the week are National Secretaries A 
Internationa “ar Otic quis ent 
Manufacturers Institut \ ts thome 
for Natio: SecreLta4rie W NSA ha 
selected ‘* Better Seeretari Mean Better 
Busine \ ong tl ovr , 
for the ee} i Secreta Works} 
Sponsor t ocen hate ‘ 

ill ecretar 
101 








Hoover Commission 
Says Government 
Could Save 
250 Million Dollars 


On Paperwork 











[ R GOV ERNMENT ereates 
handles 25, billion 
pape! 
tons of papel printing tech 
manuals, pamphlets, periodicals, 
and the like. This requires the 
than 750,000 


and an 


and 
some pieces ol 
each year, exclusive of the 
used in 
nical 
services 
of mor full-time em 


ployees expenditure ol 


more 
than $4 billion annually, a sum about 


equal to 
99 


the whole Federal Budget prion 
Lo years ago. 
Some 18 billion of 
duplicated 


million 


these papers are 
forms and 
annually. Federal 
offices turn out more than a billion ind) 
vidual letters year. Federal 
cies produce tor their own use 
127,000 each 


printed or cost 


about S867 
each agen 
about 

There are 
just in 


reports year. 


25,000 employees engaged sort 
ing Federal office mail 

The Government’s total investment 1 
olhee runs into hundreds of 
Rental of tabulat 


ing machines alone costs in ¢ 


equipment 
millions of dollars 
KCe@SS Ol 


$36 million annually and these machines 


punch more thi five billion tabulating 


ecards a year Oihce space for full-time 


paperworl employes costs the Grover! 


ment $180 million. There are more thar 


24 million cu 


Federal agency 


records, enoug! ) even buildings 


102 


the size of the Pentagor Sixteen mil 


lion cu. ft. oceupy two million file 
take up 16 

There are 
ple oceupied full-time in 
Records 


Or space have 


million 
159,000 peo 
filing 
million cu. ft 
been moved by the Gen 


cabinets and sq. it 


ort otce space 
opera 


tions 


filling 5 
eral Services Administration to cheaper 
storage that 


“ it} 


sine agency was created, 


great reductions In management 


eosts 

individual 

turn out 

billion dollars 

individual letters 
employee totaled 55; 

totals about 522 yearly 


othee 


The more than a billion 
that 
every yeal 


In 1912 


per Government 


olneces 


Federal 


apout a 


le tters 
cost 


writing of 


now it 
The 


| 1 aft 


Valued & sé 


Government's machines, 


Ve ral million dol} 
and annual 
rental cost of about $100 million. These 


range from manual typewriters to giant 


hundred 


lars, have a replacement 


mechanical brains which cost more than 


dollars each 
The above 


million 
submitted to 
report by the 
Organization ot the 
Branch of the 


figures were 
Congress in a Commis 
Executive 
The 


Government 


sion on 


Government. com 


InISSION recommended a 


W ide 


paperwork management 


which it « 


program 


| $250 mil 


timated could save 


? 
Non 


ESTIMATED PRESENT COST OF 
FEDERAL GOVERNMENT PAPERWORK 
$1,000,000 000 
867,000,000 
700,000,000 
100,000,000 
keeping 650,000,000 
Mail handling 104,000,000 
Supervisory and miscellaneous 579,000,000 


Correspondence 
For ms 

Reports 
Directives and instructions 
Record 


$4,000,000 ,000 


ESTIMATE OF SAVINGS TO BE MADE 
BY MORE EFFICIENT OPERATION 


Correspondence $ 75,000,000 
50,000,000 
50,000,000 
50,000,000 


30,000,000 


Forms 

Reports 

Record keeping 
Mail handling 


Total savings 


$255,000,000 
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NOW make copies directly under low 
hanging fluorescent lights with the 


* 
Copease 


PHOTOCOPIER 


new Lite-Visor' 





me, 


Coupon brings FREE 3-day trial in your office 


New Plexiglas Lite-Visori attachment lets you use COPEASE even under bright, 
low-hanging fluorescent lights! Operation stays in full view without danger of pre 
exposure. Now, with COPEASE, you can make quick, clear, dry copies of anything on 
paper... anywhere! Mail coupon for free 3-day trial in YOUR office of COPEASE, 


the machine that revolutionized photocopying all over the world! 


* Trademark +Patent applied for 


COPEASE pe a J — ne free 3 —— we 
0 7EA Wi 1ncw ite sor in my once 
CORPORATION 


Please send free literature C) 
270 Park Avenue, New York 17, BOX 04 (check one) 
Offices: 
New York, 270 Park Ave., PL 3-6692 Name Title 
Los Angeles, 3563 Wilshire Blvd., DU $-2881 
Chicago, 201 N. Wells St., AN 3-6949 FD I ee ID 


Distributors in Principal Cities City 








State 








Graphic Financial Controls 


RUTH E. COHAN 
Budgetary Control Branch Supervisor, Planning & Controller Dept.. 
U.S. Naval Supply Depot, Bayonne. N. J. 


an organization efficiently, 

top management must be apprised 
of its financial position at all times 
How can this be accomplished } 
accurate and expedient manner? 
prepare 


addition to 


Is it 


necessary to balanes 


detailed 


profit 
time top 


heets in and loss 


statements eact management 


finaneial status? The 


ai Sha 


wants to Know 


answer to these questions is, 


very practical tool, the Management It 
port, will provide all the necessary in 
formation required for a “look-see” at 
the current projected 

This report can be prepared in 
simple format that it 


essential data, 1s coneise, 


and status of 
funds 
such contains 
read 


Executives do not 


CASY to 
and understand. 


Want to plow through columns of fig 


ures, perform mental gymnastics or! 





MANAGEMENT REPORT (STATUS OF 








iw 














STATUS 


MATERIAL 





Aweileble funde os of 


part 





Cumsletive obligetions 
lor empenditures 


Current Qeerter 





eekly obligetions o¢ 
mpeadtitures for report 
period 


( DATE) 








Current unebl igeted 
Delance ot end of 
fepert period 


——————w 








Projected ebligetions 
ond (ot eupenditures 


(vaow To 


————4 








Av silebie funds from 
jnow until emt of 


quarter 


eriotais 




















i es 
eis 


a 











| manenned 














Fig. |, 


The Management Report 
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FREE! 


A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


H ° h ° PO My 

ere is a@ comprehensive resume of RECO 
essential facts that will help you to RDs & 
more efficient paper selection. It is yours oe 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


Judge paper properties and their value. 


Determine the effect of paper prices on 


total record or letter costs 


Get correct, most economical grade for 
each specific need. 


Choose papers of permanence, durability, MAIL 


prestige. THIS COUPON TODAY 


If you use, select or buy record or letter for your free copy of 
papers, you will find this an invaluable “How to Get GREATER SERVICE 
guide in making the best choice for all AND VALUE from your RECORDS 
of your needs. & LETTERS” 


ony 


—_ 
Sa e | 1849 .. L. BROWN PAPER CO., ADAMS, ! 


e send me FREE copy of “How To Get Gr 
L. L. BR OS wi te 


vice ond Value From Your Record 
Record and Correspondence 


PAPERS 


LEDGERS BONDS, INDEX 
BRISTOLS & LINENS 
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FOR VISIBLE RECORD KEEPING 


ORMEGRAPH 
MULTICONTROL 


AND ITS REMIND-PLANNING SYSTEM 


A CHECKING AND MEASURING INSTRUMENT OF 
ACTIVITIES FOR SMALL AND LARGE FIRMS 


Prints cardboard tickets, etc., simultaneously with strip / 
records (3 copies), by small embossed typing units visibly 
housed in filing cabinets of up to 5000 units per sq. yd. 
capacity. 
Special filing cabinets VISIBLY house the printed vari-colored tickets, 
displaying up to 150,000 itemized data per sq. yd. 
Permanent at-a-glance control of: 
WHERE IT IS 
WHAT SORT IT IS 
HOW MANY THERE ARE 


HOW LONG THERE 


FOR TRAVEL TICKETS 


O 


Cate) 7 Ve RAILWAY 


IN ALL TRANSPORTATION 27-11-53 (NR 
ENTERPRISES erie od ae 





Prints and records tickets in the | OLDTOWN 
booking office itself. In collabo- 
ration with leading railway com- 
panies, this special equipment 
has been brought to a high 


RETURN FROM 


NEWTOWN 


Literature sent on request 


standard of efficiency. 


Manuracrurers & PATENTEES 
ORMEGRAPH —s.a. E.G.E.A. 
28, RUE DES COLONIES 
BRUSSELS”~ e BELGIUM 


THe Orrice 





VIA TRAFIC CITY 
WITHIN 30 DAYS 
*18.60 
“GOING 
NEWTOWN 


NO 
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ealiculations tO know 


here or how then stands 
They 
picture 


make determinations of 


Company 
{ 


financially at any given period 


Want to ascertain this finanelal 
readily, to 
poliey as to what action to take now, 


xt week, next 


rie month or 
The Management 
timely for the designated period in or 
to fulfill its Determine 


vhether a.weekly, by-weekly, monthly 


next quarter 
Report must he 
Intent, 
or other chronological 
How 


period 1S re 
quired 


lormation 


frequently can the in 
contained therein ob 
tained? How frequently should this in 
formation be submitted to top manage 
ment? local deter 
mination dependent upon the degree of 
control desired. 

It is essential 
he port be 
proper analysis can be mad 
lay may be 


This is a matter of 


that the 
received on 


Management 
time so that 
Any de 
detrimental to the opera 
tion of the organization as a whol I} 
“red flags” appear indicating 
areas, corrective action must be 


danger 
taken 


immediately. 
| 


nould pre 


Accounting departments 


pare reports which indicate what ha 
been expended 
period 
the operating 


intorm 


as ol a certain report 


These should be forwarded to 
personnel Cones rned 
their 
functioning. It is not 
wise to burden top with 


Instead, a de 


them how respective de 


partments are 
management 
these individual reports 
partment working 


In a Stall capacity, a 
the eontroll r’s cle partme nt, a} ould ne 


cumulate this data, analyze it and then 


Besides knowing 


prepare the 
what has 


rr port 


actually been expended, top 


needs to know where it 1 
going and why The Management Re 
port illustrated in Fig | 
complete analytical picture of the finan 


management 
provides a 
eal status of the concern It shows the 
funds available to start the period, the 
cumulative expended figure to date, the 
weekly and the 
unobligated 


expenditures current 


balance. Up to this point, 


the report is factual and based on In 


formation cathe red trom accounting 





the contemporary 
tapered 


leg 


write 
for 
catalog 
of 
complete 
WORDEN 
line 





SOFTONE OAK OR WALNUT 


series 





the WORDEN Com flany 
ee 


o, HOLLAND,MICHI 
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{Insert applicable title.) 


] i 
Fig. 2. The Budget Chart. 


xt line prov ides tor pro 


which are estimates 
het ween the 


ed expenditures, 


| wha are to De 
end of the 
tne end ‘ 


de signatec 


spent 
report period and 
other 


available bal 


current 
1 the quarter (or any 
1 time). The 

obtained by 


ance 1s subtracting the 


tota trom the current un 
total This report 


adapted for other uses by making minor! 


projected 
obligated may be 
changes to show the status of sales, pur 
chases, et 

Another effective 
the Budget Chart 
to be works ot art or time consuming 
in their Kirst of all, de 
vhat data is desired by top man 
Then devise a very simple 


management tool is 
These do not have 
preparation. 
cide 
avement 


lormat 


108 


on which the funds granted, or 


Thousands 
of Dollars 











Estimated trend 
Line 


pctual Funds 
Used 











estimated funds to be used, may be illus 
trated by a trend line. Actual funds 
used can be plotted for uniform peri 
ods of time. Top management can see 
at a glance how it is spending its funds 
in comparison with an estimated trend 
line. This visual method easily indi- 
cates trends which become lost in 
a haze of weekly or monthly statements. 
Budget Charts can be prepared and kept 
in a current status within a relatively 
short time after the appropriate ac 
counting reports are received. Thus, 
again, Management may receive timely 
information which will help it to ana- 
lyze its operations for effectiveness. The 
Budget Chart illustrated (Fig. 2) is a 
sample format that may be applied to 
many areas. 


may 
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Stop hand-folding 
...and save ! 


A lot of people in a lot of offices would be glad to 
forget hand-folding if they could. It’s a boring chore 
Wastes many hours of valuable company time 

A Pitney-Bowes model FH office Folding Machine 
will make everybody happier and end the waste! 
Ihe FH is small, portable, takes up little space — 
and costs less than a standard typewriter! Electrically 


driven, with semi-automatic feed, it will fold all 


your form letters, bulletins, statements, mail enclos- 


ures, etc....far faster and more accurately. (Auto 
matic feed optional at slight extra cost.) The FH 
can make two folds at once, double-folding up 
to 5,000 sheets per hour—even folding sheets 
stapled together. 
It makes eight different folds, handles sheets 
from 3x3 to 8'2x14 in a wide range of paper 
weights and finishes. And it takes only a few 
seconds to set it for a job. Just move two little 
knobs to adjust it for the kind of fold you want 
Easy as tuning your TV! 
For a demonstration in your own office, call the 
Pitney-Bowes office listed in your ‘phone book 
—or send the coupon for 
free illustrated booklet 


j Fully automatic FM 
The FH folds up to 
costs less 19,000 sheets per hour 
a 
than a typewriter! 


= PITNEY-BOWES 
PE ° ° 
Folding Machines Send free booklet on 


VUade hy Pitney-Bowes, Inc originators Name 


of the postage meter 94 branch office 


4402 Walnut St., Stamford 


with service in 259 cities in U.S. and Canada Address 
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You Get Things Done With 
Boardmaster Visual Control 





aed 


‘’” Gives Graphic Picture of Your Operations 
—Spotlighted by Color 


Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 
Simple to operate—Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, Traffic, Inventory 


Scheduling, Sales, Etc. 


- Made of Metal. Compact and Attractive 
Over 50,000 in Use 


Complete price $4950 including cards 


| FREE| 24-PAGE BOOKLET NO. F-200 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 


se ef 4 
K-LINE" Self-Locking Posts 
POLISHED ALUMINUM 

EFFICIENT 
NON-CORROSIVE 

POSTS FOR 
PERMANENTLY 
BINDING RECORDS ‘ 

IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 

ABLE FOR \/," 
5/16 & %"' HOLES 
EXPANSION UP TO 

7, INCHES 
Prices with full detalls on request. 


W. R. KLINE CO. 


1062 Stuyvesant Avenue Irvington 11, N. J. 





110 





Ships Envelopes 
Direct to Branches 


ARTHUR W. CLARK 


Director of Planning, Home Security 
Life Insurance Co., Durham, N. C. 


NTIL last vear, the problem ot en 

velope supply for our district of 

fices was a major headache. We 
use several envelopes in small quanti 
ties, mainly brown kraft types for mail 
between the districts and the home of 
fice and these constitute no problem. Our 
troubles were with tour styles ot en 
velope s which we use a great deal: No. 
634, regular, No. 634 window, No. 10, 


and a special size self-addressed return 
In past years, all of our 
had ordered from the 
manufacturer, shipped to the home ot 
fice, stocked by the supply department, 
and reshipped when requisitioned by the 
district Each envelop: 
reordered the minimum sup 
This system fre 
in relatively 
small quantities and paying the ship 
It in 
had to handle, 
to our branch 

23 branches 
four 


92 


enve lope. 


envelopes heen 


various othees. 


was when 
ply level was reached. 
quently required buying 
ping charges from the factory. 
meant that 
1 reship them 
we have 

addresses 


actually 


variably we 


store ane 
olhees Sines 
these 


represent 


‘ ) 
at < 


> different 


envelope styles 


different items of supply. 

Now we are using an entirely differ 
ent and better system which is already 
paying dividends in economy and ef 
ficiency. Once each year we place a 


consolidated order which includes 
twelve months’ supply of each of these 


for all our district 


a 


Tour envelopes ot 


fices as well as for the home office. Other 
envelope styles for shipment to the hom« 
office are ordered at the same time. This 
enables us to order each of the four 
envelopes in quantities exceeding 100,- 
000, which gives us the benefit of a 
most substantial price break. There is 


a nominal charge for each change in the 
ice address printed on the envelopes. 


Shipment is now made directly from the 
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| "Now! DIRECT COPIES 
in only 4 seconds! 


PRODUCT OF 7 





The new “SECRETARY” COPYING MACHINE 
revolutionizes office copying over night! 





Now your own secretary can make you rect Copies Of anything you 
need in just 4 seconds... without even leaving her desk! Originals can 
| be opaque Or translucent white or colored printe 1on one 1de Of 
sorh! / rahi ve P rk " Pr AN ( ving 
both A portabie version of the famous HERMQO-FAX Opyins 
Machine, it requires no negatives, translucencies or masters no 
fumes or liquids Get the facts on the new ECRETARY' Copying 


Machine today. Write to Duplicating Products D 
Mining and Mfg. Co., Dept. TF-04, St. Paul 6, Min 


» 
on Mit nesota 


Ther mo-Fax 
Duplicating Products 
The terms “THERMO-FAK" and "SECRETARY are trademarks of Minne 


sota Mining and Manufacturing Co., St. Poul 6, Minn. General Export, 99 
Park Ave., New York 16, N. Y. In Canade London, Ontario, Canada 
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factory to the district offices and the The vendor ships the envelopes on 


manufacturer absorbs all shipping costs July 1 or shortly thereafter. The pur- 
even though some of the shipments may chase order originates at the home ot 
be smaller than would normally be pre fice, but the district manager and the 


paid. Sle can justify this since he too purchasing department both receive 
benefiting from handling our order copies of the acknowledgments soon 
as a unit. Of course, we have entirely after the order is placed. The manager 





eliminated the handling and storage ot then knows how many envelopes he is 
district office envelopes in the supply to receive and provides storage space 
department and the cost of reshipping for them. When his envelopes arrive, 
them to the branches they are checked off on the district of- 


=e eS oe 
Pill se 






“all in favor of > 
t finer letterheads bb 


N BOND 


Senior officers and secretaries alike have a 






single-minded preference for letters on 
WESTON BOND. It’s the one fine rag 
content paper especially satisfying for 
service, beauty and economy. With new, 
brighter white, WESTON BOND steals 
the show in creating favorable 


impressions for correspondence. 


Hadn't you better use it, too? Just ash your 
printer for WESTON BOND. He'll heartily favor 


your choice! Matching envelopes available, of course. 


free: Sample Book. Write Dept. OF. 


BYRON WESTON COMPANY, DALTON, MASSACHUSETTS 
Makers of Fine Papers for Business Records Since 1863 


112 Tue Orrice—April, 1955 





fice copy of the acknowledgment and it 
is forwarded to the home office. The 
purchasing department checks the in 
voices against the district copies of the 
acknowledgments before authorizing 
the payment of the invoices. The num 
ber of envelopes of each type received 
by each district is posted on a perpetual 
inventory card. 

Twice each year, June 30 and Decem- 
ber 31, an inventory of envelopes is 
made in each district and a copy is for 
warded to the home office. The June 
inventory is completed just before the 
new stock of envelopes comes in. When 
the year-end inventory figures are re 
ceived by the purchasing department, 
the quantities received by the various 
offices in July are added to their June 
inventory figures, and from these totals 
the December figures are substracted. In 
this manner, consumption of each type 
of envelope by each district for the see 
ond half-year is determined. If the 
quantity on hand at the end of the 
vear exceeds the number used during 
the last six months of the year by at 
least 20%, it may be safely assumed 
that no additional envelopes will need 


Continued on page 170) 


FER 











“Don't stand there and tell me 
that only one size is legal!” 
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‘‘Bunn Machines help us 
mail millions of tariffs 
and time tables... on time” 


says John J, Calderone of 
THE ASSN. of WESTERN RAILWAYS 


“We tie and mail as 
time tables and tariffs in a 
efficiently and economically .. . 
thanks to our Bunn Tying Machines,” 
reports Mr. Calderone, Manager of the 
Association’s mailing department. 


many as 100,000 
single day 


Regardless of size or quantity per 
bundle, Bunn Tying Machines adjust 
automatically ... tie securely with slip 
proof knot ... never waste twine. 


almost anything which 
tied 


temember... 
can be tied by hand... can be 
with a Bunn Tying Machine 
faster, better and more economically 


GET THE WHOLE STORY 


Learn how these Bunn 
Machines 


Tying 
can help you save 


time, money. Write today 





B. H. BUNN CO. Dept. OF-45 


7605 Vincennes Avenue, Chicago 20, Illinois 
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Machines 
Handle 
Mailings to 
Stockholders of 
RCA 


SIDNEY SHEPHERD 


ROM the 


day compat ible color television. 


crystal set era to present 


Radio Corp. of America has become 
one ot the 
field 
Lions, commonly 
ters RCA, 


sending 


giants in the electronics 
Its diverse and widespread opera 
identified by the let 
all the trom 
and receiving communications 
New York and Timbuktu, to 
manufacturing radio and television sets, 
To this can 
he added broadcasting stations, research 


range way 


be tween 
phonographs and records. 


laboratories and countless other opera 
tions 

Stockholders own 
preterred RCA 
been receiving quarterly dividend pay 
and other information, 
proxies and literature to keep them in 
formed of the business in which they 
are investors. Most information trans 
mitted to the approximately 175,000 
RCA shareholders is sent by mail. Their 
biggest mail job concerns sending com 
mon stock dividend checks to about 
162,000 persons and about 13,000 addi 
preferred dividend checks 
to that many others, four times a year 

Each dividend check is accompanied 
Last May, 


who common and 


shares ol stock have 


ments various 


stock 


tional 


by a special announcement 


for example, the check was sent along 
with a booklet report of the 
RCA annual meeting of stockholders, a 
statement by Brig. Gen. David Sarnoff, 
board and review of 
first quarter of the 
Vear Other inserts which usually go 
with dividend check to keep RCA stock- 
holders posted on company progress and 
products have included deseriptions of 
radio, television and elec 
high fidelity sets and 


giving a 
chairman otf the 


operations tor the 


forthcoming 
tronie produ ts, 


other subjects. More than 1,500,000 
pieces of mail transport this correspon 
dence to all parts of the nation and 
many other countries in the world. 
For RCA Communications,  Inc., 


radio communications subsidiary of the 
corporation, the record department in 
and mails about 7,500 monthly 
bills. Another separate monthly mailing 
is the sending of advertising circulars 
to these same users of RCA Communica 
tions’ facilities. RCA also mails monthly 
checks to many pensioners throughout 
the U. S. 

At one tim this work was 
handled by a bank which prepared and 
mailed dividend checks as RCA’s trans 
ler agent. In 1941, RCA took 
these operations. Its own staff is ably 
abetted and served by the workhorse of 
system: an inserting 
Inserting « 
Phillipsburg, 


seTts 


most ot 


Oovel 


its mailing and 
machine made by 
Mailing Machine Co., of 
N. J. These operations still are per 
formed at the company’s downtown 
headquarters, 60 Broad St., in the heart 
of New York’s financial district. \ 
standard Model 10A Inserting & Mail 
ing Machine is run by one operator 
assistant Sometimes a third 
worker is used, depending upon the type 
of mailing operation. sills and an- 
nouncements are monthly to 
RCA customers, pen 
ion checks go out monthly and divi 
dend checks wait upon orders from the 
hoard of directors. 

Work starts in 


whe re one or 


mailing 


and an 


mailed 
Communications 


the addressing section 


more address plates is 
maintained for each stockholder ae 
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1226-STA! 
TYPE CLE 
— Plastic | 
typewriter 
better—n 
or fumes. 
machines. 
plastic bo 


| 10/00 a 


Won't dan 





paper sur! 
size No. 1 


BUIIyIedS ~— zz 


like a pen 
SINGLEX ¢ 
single lett 
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No. 10.) 
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For proof of performance, look for the name 


ERHARD FABER ~~ 


1107-RE-NU ERASER—Stick-shaped, 
paper-wrapped typewriter eraser. 











— = na pe ln : Just pull string and peel for new 
1226-STAR removes stubborn pencil marks point. (Also without brush — No. 11.) 
TYPE CLEANER from paper or tracing cloth. 


— Plastic cleaner for 
typewriter type. Cleans 
better —no muss, fuss 
or fumes. Also for other 
machines. In handy, re-use 
plastic box. 


RUBBER BANDS 
— Eberhard Faber 
bands are lively, 
long-lasting pure rubber. 
Stretch 7 times their length. 

Every size and shape for every use. 
1 02., 402., 1 Ib. boxes and 5 Ib. bags. 


101-PINK PEARL—America’'s Be. 
most famous pencil eraser. 
Exceptional quality, soft and pliable. 
Won't damage even delicate 

paper surfaces. (Also in smaller 

size No. 100.) 


1007-SINGLEX ERASER—Stick- 
shaped typewriter eraser. wy 
Looks like a pencil, sharpens 
like a pencil—so sharp 
SINGLEX erases a 
single letter. (Also 
without brush— 
No. 10.) 








Md 6587-VAN DYKE 
— Most popular typewriter 
eraser —soft red rubber with 
nylon brush! For originals, carbons. 
» Won't harm paper. (Without brush —6580.) 
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601-VAN DYKE—The executive's favorite—for those who demand the finest—a super-quality lead and a distinctive flat tip—stops 
pencil rolling. Flat eraser is adjustable, renewable, shaped for neat erasures. 5 lead degrees of hardness—one for every use. 








LASS. EBERHARD FABER 


is} 
RASM 


6325-EBONY—Its jet black, heavy-duty, iarge diameter lead writes effortlessly on any paper—no wonder it’s so popular with 
newspaper men, proofreaders, layout men, artists, etc. 





WOODCLINCHED 








oe mneeite 
482-MONGOL—The standard pencil of America-on-the-job, preferred the world over for its quality—stays sharper longer. Made in 
5 lead degrees. Choice of hexagon, or round pencil. 


449-THINRITE—Has extra-thin diameter lead~—ideal for accountants’ columnar pads and work sheets, and for those who require 
fine writing. 3 lead degrees. 





705-NOBLOT —Truly “a bottle of ink in a pencil.” Writes smoothly and black and permanent (turns blue only when wet). Defies 
erasure, ink eradicator. Legal for signatures. 

586-MECHANICAL MARKER—Prope!l-repel- 
expel pencil for hard-to-mark surfaces. Will 
= scratch, removes with damp cloth. 6 
colors. 
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7ount meta! 
iling cabinets lining walls of one room. 
Addressograph Models 2000 and 9100 
are used to imprint the name of th 
stockholder on dividend checks, proxies, 
ete. The Addressograph plate makes a 
simultaneous and continuous impression 


Plates are filed in trays in 


on each check, as well as on a continu 


ous paper form list which is used to 
reconcile the total amount of dividends 
disbursed 

Next along the mail transmission line, 
the special cheeks (pre printed with 
date, number, common or _ preferred 
stock dividend designation) are put 


through a Todd Protectograph Cheek 
writer which fills in the 
of the dividend 
side each listing on the large printed 
form list printed the 
amount of the specific check, 


exact amount 


Concurrently, along 
ledger also 1s 
iat re are 
the figures against which each particular 
ledger book is cross-checked and verified 
dividend 
Operating in tandem 


eorrect 


to assure 


cheek 


amounts of 
payments 


with the checkwriter is a Todd Protee 
tograph Checksigner which automat: 
cally prints a special facsimile signa 


tures of each RCA vice president and 
treasurer in the lower right hand corner 


of each check. 


The mating of the dividend cheeks (or 
the communications bills, or pensioners’ 
and any and all 
sent, is accomplished by the Inserting 
and Mailing Machine. Its accurate, un 
tiring fingers quickly and 
fully put all the insertion matter into a 
special window envelope. Towards the 
end of this operation the machine im 
prints a slogan or sales message (such 
as: RCA Pioneered and Developed Com 
patible Color Television), imprints a 


checks ) inserts to he 


steel eare 


dated postal indicia and RCA’s per 
mit number 175 3y changing dies, 
the slogan can be changed and both 
date and the amount of postage also 
Can be varied. Then envelopes are 
sealed and stacked rapidly in a_ bin 
fat the end of the Inserting & Mailing 


Machine 
Bunn Package 


Last step Is accomplished bv a 
Tving Machine which 
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combine to give smoother, faster auto- 
matic filing with noiseless operations. The 


neatly ties bundles of letters which ar 
dropped into mail bags to be carted off 
to the post office 

RCA’s shareholders, who live in all 
parts of the land, enjoy receiving their 
dividend cheeks on or about the 
time, To accomplish this a staggered 
mail used. Mail to share 
holders living west of the Mississippi is 
sent a few days before similar dividend 
checks are 
of the 
ceived more or 


Sami 


system is 


mailed to shareholders east 


Mississippi. Thus checks are re 
less on the same day in 
Los Angeles as in New York 

All told, it about 
working days of 
to mail out stockholder proxies in a con 
Dividend 


takes seven full 


some seven hours each, 


tinual mailing process mail 


ings, somewhat slower because of the 
reconciliation control by ledger, take 
about eight similar working days. “Any 
way you look at it,” said an RCA of 


with our 
added, 


machine 


ficial, “we’re doing quite well 


mechanized mailing system.” Il 
“My staff would rather use a 
than sit down and stuff 
hand. That’s for sure.” 


enve lopes by 





The Inserting and Mailing Machine used by 
Radio Corp. of America in New York 


with users of tabulating equipment and 
its advantages are described in Bulletin 











ew Products 





COPYING MACHINE 


Duplicating Products Div., Minnesota 
Mining & Mfg. Co., Dept. TF-04, St. Paul 
(, Minn., makes the Secretary Copying 


Machine Srna 


| enough for use on a desx. 


It makes error-proof, dry copies of orig 


nals in about four seconds from printed, 


written or drawn originals 


transparent 


or opaque and printed on one side or both 


regardless of the color of paper on 
which the original is printed. It copies 


corresponds nce, 
sketches, 


clippings, adn 


records, cross-file refer 
ences, diagran 8, 


new spaper 


nistrative forms or other 





17” 


trom any 


papers. The Secretary is 17” 
high. It 


outl t 


wide, 
long and 9” 
110-volt AC 
the 4 special copy 
ing paper. No liquids, negatives or master 


operates 
employing a special 


light in machine and 


copies are involved. It copies in one step 
direct from the original in the open office 


or plant, regardless of lighting condi 
tions, and can be operated after only a 


The special 
copying paper is 5¢e per sheet. To copy an 


original, the operator places a sheet of 


few minutes instruction. 


116 


this copying paper on top of the original 
and inserts both into a slot in the front of 
the The paper is carried auto 
matically through the machine where it 


machine. 


passes the special light and returns to 
the operator within four seconds ready 
for immediate use. Costs $329 through 
out the U.S Literature from above ad 


lr 
aress, 


ELECTRIC ROTARY FILE 


Remington Rand, Inc., 315 Fourth Ave., 


New York 10, N. Y., makes the Kard 
Vever electric rotary card file with mov 
able shelves which travel from either di 
rection, bringing the required tray to the 
reference area from either above or be 
low, stopping at posting position by auto 
matic leveling. The operator need not 


leave her position at the unit because the 


Kard-Veyer, chair and 


equipped with 





posting board, forms a complete and com 


pact work station at which the operato) 


can perform all normal filing and posting 


activities. Automatie leveling, shorté 
crosswise trays, two-directional carrié 
travel and a rapid-action circuit syster 
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combine to give smoother, faster auto- with users of tabulating equipment and 
matic filing with noiseless operations. The its advantages are described in Bulletin 
joining of clerk, records and filing cabi 47 which is free from above address. 
net into a single functional unit occupies 
less room and releases office floorspace. LIQUID GRAPHITE 
A foot switch can be installed 80 that American Pencil Co., Dept. O-4, Hobo 
the unit can be operated while the clerk ‘ . 

2 : ken, N. J., announces their development 
has both hands free for work. A second 


: ; of Liquid Graphite for writing instru 
ae ana ceca ae, will ne ments. 16 conteins no Carton Dinek 01 
“a : 5 soluble dyes and is a variation of thei 
_— Cunseer full of trays 25 the center at Venus Colloidal Process ot making ho 
convenient standing reference height. 


mogenized leads for Venus and Velvet 
Another alternate is a push button se 


black lead pencils. Liquid Graphite is 
pencil lead in liquid form. Unlike ink, 
it does not penetrate the fibers of the 


lector to get the desired tray directly in 
front of the operator. Free folder LB\ 
(06 describes this file. paper. Instead, tiny particles of graphits 
are deposited on the paper’s surfac: 
MACHINE WIRING SYSTEM Marks dry instantly, will not smear but 
Feedrail Corp., 125 Barelay St., New can be erased. The company states that 
York 7, N. Y., makes Electric Feedrail Liquid Graphite is not expected to re 


which allows flexible layout of electric place lead pencils, ball pens or fountain 
office machines. This eliminates costly pens because each has its own purpose, 
rewiring when machines are relocated, but new writing instruments with Liquid 


Graphite will be introduced. 


OFFSET MANUAL 
Davidson Corp., 29 Ryerson St., Brook 
lyn 5, N. Y., have published a 110-page, 


illustrated manual, ‘‘ Offset Reproduction 





lowers maintenance costs and reduces 


machine downtime. Feedrail is an over 
head system without the limitations of 





floor ducts. The system can be modifi 
extended or relocated at any time, using and the Davidson Dual-Lith,’’ which de 


all the original prefabricated units. The  seribes the evolution of printing and re 
Feedrail 60-Ampere System is popular production processes with emphasis on 
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ar offset ¢ Hos 
et ] nting run! 


li print ny, numb 
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step-Dy-step instruc 


trouble-check chart, a 
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Parker Pen Co., Janes 


suitable for wall 


Vno indicate the 


bers of their Dual-Li 


i! a ¢opy tor *®) Trot 
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bs such 
sing, CLT 


ring at 


Ons are 


tions, 


» reguiatl 
Lith ear 
is r 
tte rpre - 
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pert 


covered 


There 


nd a lubrication 


mounting. This 


dson 


Dual-Lith 


model and serial 


th ) 


abo i 


the rs can 


acaress 


LIQUID LEAD PENCIL 


Seripto, Ine., 423 Houst 


lanta, 


Les 





i“ 


| 


(i! are jointly 


Peneil which wr 


with its ballpoint 


tains liquefied graphite 


for 


will 


sharpening 


to 


b 


use as a regular le 


not break ts po 


It s sAl 


ng as a regular lead pencil. Models 


e ntroduced this month 


ille, 


on st., 


ites an 


The 


Wis., and 
N.E., At 


making the Liquid 
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LLP eco! 


and is designed 
mu pene but it 
nt nor need re 
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stitute for the manufacturer’s instrue 
tion manual, but rather an additional 
tep to help offices get the most out of 


their equipment ( Opies of the portfol 0 
lirms 


letterhe: 


ure available to business upor ré 


their own 


i t or 


RECORD CONTROL SYSTEM 


Ormegraph, S.A., 28 Rue des Colonies, 


Jelgium, makes the patented 


Brussels, 
Ormegraph Multicontrol System of visi 


ble record keeping whieh comprises a 


smiall, compact machine that prints cards 


siniultaneously with three copies of strip 
records, These are filed visibly n spe 
cial cabinets which hol! up to 150,000 in 





The 


embossed 


a square yard of floorspace. print 


ng medium is a small plate 
filed in eabinets holding 


The Orme 


WwW hich is V isibly 


up to 5000 in a yard. 


graph Multicontrol 


for such applications as production con 


square 


System is designed 


trol, inventory control, ete., in both larg: 


and small installations. Complete de 


scriptive literature of the system can be 


had free from above address. 


SHELF FILING SYSTEM 
Visi-Shelf File, 
New York 7, N. Y., 


Filing svstem, 


Ine., 105 Reade St... 
makes the \ 


comprised of all 


isi-Shelf 
metal 
cabinets whi h, in the standard size, hold 
the equivalent of two four-drawer verti 
Cabinets have sliding 
divider-compressors which h 


tracks welded to the shelf above. 


eal filing cabinets 
ang from 


Phese 


are easily moved by Sir ply pressing the 
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top of the divide r with one hand. Ree 
ords are protected from dust and clirt 
by sliding drop doors fecause door 
open by dropping downward, little aisle 
pace is required, The doors also elimi 
nate the hazard of opening on file clerks 
eads The loeation and reference to 
reeords is simplified by patented Facil 
Gruide-Pulls. Several comparative time 
tudies are said to show that locating 


reeords in Visi-Shelf 
1, faster 


enbinets Phe 


Files is appro 
vertical filing 
bot! 


ately than in 


Facile Guide-Pull is 


ati nade ouicte which al 


plus “a «devices 


lows a clerk to remove the desired foldet 
ensily, l 


the file 


quickly and $y pulling on the 


Guide-Pull clerk brings all thi 


folders within that classifieation forward 
of the shelf, for removal 
The 


oT repository for 


be yond the « dye 


or replacement of any 


record Facile 
Guide-Pull also serves as 
out-cards or fillers by using pockets built 
into the face of the Guide-Pull. 


ara 3” x 5” serye as out-cards and 


Stand 
cards 
are inserted in the pocket when a record 
folder is out 
the 


S removed, If a specific 
of the file it 


soon as she pulls out the Guide-Pull. 
I 


clerk as 
The 


9 and 


is apparent to 


V isi-Shelf System comes with 7, 5, 


10 openings in a cabinet. sesides a gain 
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of over 60% more record storage in the 
same floor area over the use of four- 
drawer cabinets, the system allows over 
twice as much filing storage at the same 
A Visi-Shelf Cabinet with twice 
the storage space of a single four-drawer 


cost. 


filing cabinet, costs about the same. Com 
plete information from above address. 


ELECTRONIC CREDIT SYSTEM 

Identification Div., Mfg. 
Atherton St., Mass., 
makes the Seandex System which will be 


Farrington 
Co., 76 Zoston 30, 
offered initially on a rental basis to oil 


companies for automatic processing of 
card invoices 
point-of-sale with data 


credit card identification. 


tabulating imprinted at 
from customer 


It is intended 





to adapt the equipment for use in other 


businesses involving large volumes of 


sales, such as department stores. 
Rental includes service and maintenance. 
The system automatically reads the ac 
count number on tabulating card invoices 
from the 


them for accuracy and then key punches 


point-of-sale, verifics 


coming 


this information on the original invoice. 


It can be operated with an adding ma 


chine attachment to key punch the dollar 


amount of sale, if desired. The Scandex 


System’s speed in processing sales ac 


counting data is said to be at least three 


times that of manual operations with a 


very minimum of invoice errors. 


Equip 


ment includes a seanner and an inter 


preter which automatically operate con 


ventional key punch machines. The scan 


120 











ner reads the invoices by means of a 
photo-electric cell operating with visible 
light. As the scanner looks at the data, 
electronic pulses are transmitted to the 
interpreter for recognition and checking. 
The interpreter consists of a small, spe 
cial purpose digital computer which iden 
tifies 


analysis. 


character by a process of 
The interpreter verifies 
the accuracy of the account number on 
the invoice. If the 
allows the key 


each 
also 
number is correct, 
punch ma 
If data 
is incorrect, the card is rejected for man 
with 
no need to repair or replace incorrectly 


interpreter 
chine to punch the invoice card. 


ual punching. Processing is faster, 


punched cards. During extensive tests, 
equipment aecepted and punched better 
than 99% of all cards handled. The elee 
tronic units in the Scandex System were 
Intelligent Machines Re 
search Corp., Arlington, Va. The Charga 
Card 


developed by 
service, developed in conjunction 
with the Scandex System by Farrington, 
includes a new type of plastic credit 
ecard and a specially designed addresser. 
Complete above ad 


information from 


dress. 


TYPEWRITERS 
Addo Machine Co., Ine., 145 West 57th 


St., New York 19, N. Y., U. S. distribu 
tors of Addo-X 10-key Adding Machines, 


has been appointed exclusive distributors 





n the eastern, southeastern and middle 


Adler 
Standard and Portable Typewriters which 


western states for Universal, 


will be sold only through authorized of 


fice machine dealers maintaining ade 


facilities to uphold the 


quate service 
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*turer’s Adler 
am Main 


re put 


Werke, 
half 
for quality and de 





more than 4a 





eentury ation 


pendability, It is also contemplated to 


supply eat h dealer with “ fair amount of 


spare parts free of charge to insure in 


stantaneous service to the user. A large 
supply of all different models and parts 
for them will be stocked by Addo Ma 


chine Co. at warehouse. 


their New York 


( omplete information fro above ad 


rees 


DUPLICATOR CABINET 

Bohn Duplieator Corp., 444 
Ave., New York 16, N. Y., 
iplicator cabinet 


Fourth 
a2nnOUnCeS 4 
Burt Ty 
singer with emphasis on beauty as 
as utility. The 
black 


designed by 
well 
two-tone leather finish in 


and fawn is resistant to aleohol 


and ink, and will enhance offic: 


adeeor, 








e BD 
eatures Tor 
Touch 


handles sare not 


cabinet incorporates several 


! complete user satistaction, 


latches operate the doors so that 


necessary. Touch the 





loors and they’re open—touch them and 
they’re closed. Full length piano hinges 
eliminate sprung doors. The inside stor 
ive shelf and the pull-out shelf extend 


the work surface, and four self-leveling 


eet may be adjusted to vary the overall 
he ght 


19” deep by 29” wide 


from 29" to 30” Dimensions are 


While the cabinet 
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“ accotmmodatl ny ! i 
or eleetrie, t’s han 
other uses: as a utility cabinet, 
stand, extra storage 
with 
bar. The 


lists at $5050 and 


graph cabinet space for reeords 
or even a small 
may be ordered fro 


above address, 


FLOOR MATTING 

Floor Products Co., 49 
Wisconsin Ave., N.W., Washington 16, 
D. C., offers Neo-Sponge floor 


i atting designed to reduce employee tH 


\merican 
comfort 


tigue and injury. It is made through a 


patented process of blowing millions of 


inert nitrogen bubbles into Dupont 


> 


la tata 
at ta 4a 4a 4e 
VAM aes ct tate 
* 7, +, %, aoe 


Neoprene It has permanent resilience 
h oh electrical resistance H1.000 0 
betore puncture and mn almost nper 
vious reristane to aeid , vrease | 
heat. The mat will outwear rubber ar 


unlike 


or vapor, Neo sponge IS especially 


rubber, will not absorb any liqu 


where emploves 


their jobs The 


to businesses 
molded tread design on 


both sides makes it reversible and offer 


non slip foot traction Available in twe 
thicknesses, 4%," and *%”., and in standar 

zes up to of 1 ft ny. Larger 
S1Zes in be ipphied uy request 











SAFE CABINETS 
Hillside Metal Products, Ine., 
Newark 4, N. J., makes a com 
plete line of Invisible Safe Cabinets, Ons 


262 Pas 


SAa1Cc es 


model has ball bearing card file drawers, 





letter file drawers, storage unit with ad 
justable shelf, invisible safe 
reinforced door and ‘‘magie touch’’ com 
bination safe lock, 
under lock and key 
storage units. Complete information from 


plus an extra door 


enclosing safe and 
above address. 


PRINTER FOR COMPUTER 


sjurroughs Research Center, Paoli, Pa., 


has developed Mlectrographic Recording 
which will print calculations of an elee 


con puter at the rate of 5.00 


characters a 


tronic 
secon Potential applies 
tions include: electronic computer output 
SVStCms; 


high speed 


yrinting; page printing; Teletyping and 
| page | yping 


telemetering; facsimile, duplicating an 
The current Jaboratory model] is 
further 


essentially a three-stag 


display. 


being used for research, It 

operation. Cha 
acters take the form of a pin-point pat 
tern of electrostatic charges on the sur 
face of a low cost coated 


visible by 
paper through a dry ink bath. 


paper. The 
pattern is ma le passing the 


Then the 


paper rolls through a third station wher 


122 


with double 


labeling or strip 





4 temperature controlicd hot plate 
ixes’’ the nk 
fade and smudge proof. 
through the three stations 
speed up to 44 ft. 


per second, The end result is a line of 


permanently, making it 
The paper moves 
continuously 
aut a steady rate of 
charac 


uniform, clearly isible printed 


ters with virtually no background dis 


coloration. All components of the labora 


tory model are small enough to be en 


closed in a cabinet approximately the size 
of a two-suiter traveling bag. Power re 
ents necessary to print 5,000 char 
acters a second are only 5 watts, in ad 


dition to those needed to move the paper. 


Mechanicalls and eleci :onically, compo 
nents are simple and low in cost. The 
only moving parts are those necessary to 


keep the paper In Continuous high speed 


notion, Operation is silent except for 
the sound of moving paper. The present 
odel, which uses a single print head 


to create a single line tape, can be ex 


panded to inelude a number of print 


heads. This would multiply the present 
output of 5,000 characters a second by 


the number of print heads added. 


FLUORESCENT STOCK 
Radiant Isabella St., 


Oakland 7, Calif., offers a sample swatch 


Color Co... 830 





il 


Velva Glo 


folder of fluorescent 


and eardboards whicl re used for forms 


papers 


gns, ete., where the vivid 


bulletins. s 
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The B DC mimeograph uses a thin film of heavy paste ink that 
does not and cannot leak. Yet perfect ink distribution is assure: 
over the entire printing area by the same kind of oscillating ink 
roller used on a printing press. Copies are so sharp, clean and 
evenly inked they are often described as printing press quality. 
Because the ink can’t leak the B D C is always clean—but better 
yet, so is the user! You’ll want the whole story on the B D C 
mimeograph—how it operates without a drum, without a messy 
ink pad, gives you a 3 minute color change, raises or lowers copy 
with a knob. Write for complete information. Bohn Duplicator 
Corporation, 444 Fourth Avenue, New York 16, New York. 


REX-ROTARY 
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iorescent colors attract immediate at 
tentior When used as special purpose 
checks, any ol e eight available colors 


ot only attract attention but make de 


tection of alterations immediately appar 

t especially under black light. Forms 
or instruction labels, otherwise over 
ooked, get greater attention on fluores 


cent stock. Write alt e address for the 


‘ sample folder. 


DOUBLE-COATED TAPE 
STRIPPER 
Minnesota Mining & Mfg. Co., 900 
Fauquier St., St. Paul 6, Minn., makes a 
nap-on attachment that permits handy 


use of double-coated pressure-sensitive 





tape-on standard Scotch brand deluxe 


heavy duty dispensers. The conversion cellophane (No. 666) tape in widths fron 
unit, Seotch double-coated tape dispenser 4” to 1”. To ready M-75 equipped dis 
attachment Model M-75, consists of two pensers for use simply pull the tape and 
steel guides and a liner rewind arm that liner past the dispenser’s cutter edge; 
snap into place in a matter of seconds. tear off a tab of tape and attach it to the 
Once in place it accommodates liner ma rewind roller; peel back the liner and 
terial from 1,296” rolls of either the stick it to the tape on the roller; an 


Scotch double-coated paper (No. 400) or wind a few wraps of liner around the 


OAM AILA 


TRIN PAPERS 


to reduce typing, mailing and filing expenses. 


Fidelity Onion Skin 


we suggest 


ESLE q@< Clearcopy Onion Skin 


Superior Manifold 


7/ off  ./ ye 
JV¥U4F 1 CURNWCaAAA 


FSLEECH MANUFACTURING COMPANY 
TURNERS FALLS, MASSACHUSETTS 
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The 4-way 
calculating 
champion 

beats your 
competitors! 


Ten and out! Winner and still champion 
— the Facit ESA-O! Yes, the world-famous 
Facit 10-key system — so simple that your 
office-boy can be a calculating expert with- 
in fifteen minutes — is unbeatable when 
figuring out the answers you want during 
a long-distance call or an important con- 
ference. It’s the world’s smallest fully auto- 
matic calculator and takes no more space 
than a telephone on your elegant desk. 






Everybody likes the Facit ESA-O because 
of its fashionable design and outstanding 
quality. Thousands of Facit calculators have 
been used day after day for twenty years 
— and more! — and they are still helping 
their owners to a better office efficiency, 
saving lots of money all the time! Why 
don't you ask for our illustrated brochure 
FB 24 and find out what Facit can do in 
your case? 





CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N.Y. 


Due Orrice—April, 1955 





114 Sansome St., San Francisco 4, Calif. 


12 
6) 









take 
your 
choice 
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DAVIDSON PRESENSHHZED:PLATE FAMILY 
\ bleed fh # litwited v6 ¥ 





each one matched to the job... 


Every Davidson Plate is tailored specifically 
to the job it must do. With three guaranteed 
plates to choose from, you have little need to experiment. 

You know beforehand which of the three 
Davidson Plates will give your desired results. 
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PHOTORITE 
PRESENSITIZED 
PAPER PLATES 


RUN OF THE MILL... Ideal for shorter runs, 
quick production, and extremely low in cost. 
Only one step in preparation, and they are 
ready to go. Photorite Plates produce excellent 
solids, halftones, and line work. 





DUORITE 
Ee PRESENSITIZED 
TWO-SIDED ALUMINUM PLATES 


ECONOMY ... the most for your money on 
long run work. A single solution desensitizes, 
develops, and gums the Duorite plate, all in 
one operation. Both sides of the Duorite Plate 
are sensitized .. . cuts your plate costs in half. 










PERFECTORITE 
PRESENSITIZED 
GRAINED ALUMINUM PLATES 


QUALITY .. . for the exacting requirements 
of ultra-fine process, halftone, and line work 

. with long plate life for extended runs. 
Halftone reproductions have unusual snap and 
life... and results are consistently excellent. 














FREE SAMPLE DEMONSTRATION 
A Davidson Presensitized Plate Demonstra- 
tion is yours for the asking, and without 
obligation. Write on your Letterhead. 







GUARANTEED BY THE BUILDERS OF THE FINEST SMALL OFFSET EQUIPMENT IN THE WORLD 






DAVIDSON CORPORATION 


| Pe A Subsidiary of Mergenthaler Linotype Company 
NN 29 RYERSON STREET, BROOKLYN 5, NEW YORK 
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in 1 minute 


The Verifax Copier, Kodak’s sensa- 
tional new office aid, gives you— 


of a letter, office record, 

news clipping, or other 
item. Your copies 
will be dry, photo- 
é exact... 








od OS 


_ 


we 
\ . can be 
' made even un- 
der fluores 
cent light- 

ing by 






anyone. 





ay 


Less than 4¢ each 


a surprisingly low price. And 
here's the secret: a unique Kodak 
development lets you get 3 or more 
copies from just one sheet of Matrix 
Paper. And you expose the docu- 
ment you're copying only once. 
You should see a demonstration 
of this completely different copier in 
your office soon. What you'll save 
on re-typing alone quickly covers its 
$240 cost. Write for free Verifax 
folder and names of near-by dealers. 







-—-MAIL COUPON TODAY—— 


Eastman Kodak Company 7'2 
Business Photo Methods Div., 
Rochester 4, N. Y. 


Send free copy of Verifax folder and 
names of near-by Verifax dealers 


Name 





Company 


Street ....... 
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roller until it snugs up against the roll 
of tape. During use the roller automat! 
cally continues to peel off the liner ma 
terial as the tape is pulled from the 


dispenser. Price of attachment is $4.50 


POCKET MEMO BOOK 
Byron Weston Co., Dept. OF, Dalton, 
Mass., offers a free 40-page pocket memo 
randum book with the popular tear-off 
memo pages. The 3” x 4%” memo book 
is top-opening, spiral bound and contains 
double perforated pages to provide thre 


convenient tear-off memo slips on eacl 















A full ealendar for 1955 is also 
Each leaf is a sample of Wes 


page. 


included. 


ton Bond, 25% rag content, and demon 
strates the new, brighter white and su 
perior qualities of this Weston paper for 
letterheads. Copies of the memo bool 


are available free on request through 
distributors of Weston Bond or by writ 


ing above address. 


PROGRAM CONTROL 
International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y 
makes the IBM Central Control Systen 
which follows preset programs and auto 
matically switches on or off up to 40 
groups of remote ope rations, each on its 
own time schedule. It will switch lights 


on or off, start and stop motors, open 
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POSITIVE RIGIDITY 


' 






. recommended 
for all office 









machines... 
ESSENTIAL 
for —_ 







electronic ‘ 







machines! 











IN 
4 SIZES 


GUARDIAN 


26” height 
24x20" 


OFFICE MACHINE TABLE-STANDS 


Engineered to the rigid requirements of today’s 
complex office machines, these new Guardian 
table stands by Cramer of Kansas City safe 
guard your investment in costly machines by 





A gra holding them rigidly in place for accurate and 
STAY RIGID trouble-free operation. Famous Cramer anchor 


cups on each leg grip floor securely, and a 
handy lever releases the silent retractable 
casters for easy rolling of stand and machine 
when desired. Quality-constructed of square 





tube steel with smooth tops of 4” plywood ” ge” netente 
NEW LEAF LOCK designed to complement the decor of the SouSo” “ee, 
CANNOT RELEASE ode e 
ACCIDENTALLY modern offic > 


Made by the Makers of Cramer Posture Chairs 


- 





ASSURE STABILITY 
OW ANY SURFACE CRAMER ponte CHAIR CO. INC., 1205 Charlotte, Kansas City 6, Mo - + 9” or 12” 


‘ 38” height: O 
20x17” top. 
LEVELING DEVICES poke write dealer pt. O 


leaves available 


name MADE BY 





oe city 














and ciose vaives, contre fir conditioning nrinted raw r nhotoeranhed 1 0) 


i | oy if 

and perior: Cores of Sin I perations, PEO! Self-adiuestir per re rs 
Its most advanced application will be to take t weight paper fro: tissue to 
start and stop production line machinery heavy ear stoe] vithout manual adiust 
n automated office “ar plants The ent Operator never yes in contact 

stem uses carrier current signals ar 
operates over existing 60-cyele electrical! 
eiremit It does not require the insta 


lation of a single transmission wire \ 
central operations panel allows checking 


iny remote eleetrically controlled sery 


ces by merely glancing at ndicator 
ghts ynsthe pane I} “ te ean tf 
expanded needs ku nformatior 
from above ldres 


PHOTOCOPIER 
American PI otocopy Equipment Co., 
1920 W. Peterson Ave., Ch cago 26, IIL, 
makes the Apeco Dial-A-Matie Auto-Stat 


which is only 24” long, 9” deep and 5 





wide, yet takes paper up to 15” wide and and emptying the developer tank is done 
any length. Setting an illuminated dial with a queeze bottle and = tube I} 
to match the type of original materia Dial-A-Matic \uto-Stat is styled in econ 
to be copied automatically produces a trasting tones of polished and satin fi 
sharp, dry COpy ot anvtl ng written shed st nies teel with ghted Lucite 


al Safe ... Efficient . . . Economical! ome 


MIM-E-O 


STENCIL & OFFSET 
NEGATIVE & MASTER EASY TO FILE 


Just slip top edge up and 
under patented MIM-E-O 


Fl. ES Spring Clips 


The MIM-E-O0 Patented Spring Clip method of 
vertical filing provides complete protection for 
Stencils (in File Wrappers), Offset Negatives, and 
Paper Composition, Aluminum and Zine Masters 

especially the serrated edge of Multilith Masters 
Special heavy-tension Spring Clips available fo: 








fiiing Zine Masters 4, 4 
The complete MIM-E-O line includes models to SAVE SPACE 
file Multilith #1250, #75, #280, #81, and #2066 Each hanger holds two Sten 


Negatives and Masters: also Davidson £241, #251 cils, Negatives or Masters 
| { es , and 2233. Filing capacity from 50 to 1000 units 

Ce eee Tea Cauee MIM-E-O has 250 Distributors from coast to 

; - - coast to help you with your Stencil or Offset filing 


Hammerloid Baked Enamel 
Finish problems » @ . 7 








Write Today for FREE I/lustrated Brochure! 


MIM-E-O STENCIL FILES CO. cosy ro rine 


MIM-E-O Angle Index tabs 


1219-21 W. Chestnut St. . then 2. 2. cco 
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KANSAS CITY 


Better than ever... 
New National 
Translucent Forms ° 


for Fast, Clear Copies of 
Original Material 


Via any direct print process such as 
Ozalid, Bruning Copyflex, Pease or 
Paragon Revolute, these National 
Translucent Forms provide _ the 
clearest duplicates of your reports, 
charts, drawings and records. And 
fast! And accurate! Lines and figures 
reproduce sharply whether in lead 
pencil, ink or typewritten. Elimi- 
nates costly hand copying and proof- 
reading as well as errors. 

OFFICE 


Tite {pril, 1955 





Get this “COPY CAT'S" BIBLE 
ot your National Stationer — or 
write us direct — use coupon. 


FORMS INCLUDE 


Inventory 


Order and Invoice 
« Comparative Sales Record 
Inter Office Memorandum 
U. S. Outline Map 
8x8 Inch Quad 
« Form Layout Sheets 
(pica or elite spacing) 
* Analysis Pad Rulings 


ee ee ee et a 


National Biank Book | 


Company 
84 Water Street | 
Holyoke, Massachusetts | 


Please send Translucent Forms Kit showing | 
actual forms on your new translucent paper. 


Name 
Company 
Address 


My Stationer is 





: = WAUSAU 
" IMPRESSION 
PAPERS 















| BEST FOR SPIRIT OR 
thine GELATIN PROCESS 


be 


BEST FOR STENCIL 
DUPLICATING 


Wausau makes separate and distinct fine impres- 
sion papers for each of the three major processes: 
offset, stencil duplicating and spirit process. Each 
paper is created to insure maximum results in the 
specific process for which it is intended. Whichever 
process you use, you'll find the Wausau Impression 
Paper line contains papers especially treated to 
insure clean, sharp, easy-to-read impressions. 


® The complete Wausau Impression Paper line is available 
nationally through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Sales (e) ita. 
Artisans of 111 W. Washington Street, Chicago 2, Illinois 


Fine Papers Mills at BROKAW, WISCONSIN 
Member - Wisconsin Paper Group 
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ADDING-CALCULATOR 
Felt & Tarrant Mfg. Co., 1715 N 
P Lina we ( hiecago A [ll.. make s the 


Comptograph 202, a 10-key calculating 


adding machine with the Visi-Balance 
ndow which permits the operator to 
ee the accumulated balance at all times 
When the value is debit the word *" pos 
tive’’ appears in the window. The in 


stant the accumulated value becomes a 


the wor ‘‘negative’’ appears 
| ( tovraph operates at the rate 
I 2 printings per minute ) not 


rpose operating keys are conveniently 





0 ed at right to eliminate fall nee 

f otion of the fingers and hand gned ft i \ ! 
. { 

\ i@ Dit items, includ ng subtota s and I I Ltior t ( 


at Ss, are printed in black: credit items 
ibtotals and totals in red. Multiplie POST CARD STENCILS 
tion is accomplished by touching th A. B. Dick ¢ Dept. O-4 louhs 
‘ or negative Multi-Cups. The Ave., Chieage 1. Il.. announes p 


original 
ARISTOCRAT 
style envelope 


® can be printed inside 
and outside in one 
operation... can be 
embossed 


© comes in special and 
unusual sizes and colors 


®@ is ideal for machine 
handling 


complete creative and 
printing service and 
quick delivery on en- 
velopes of all sizes, 
colors, and styles 
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graphing i i 

brary 1 ‘ ‘ ra I} te } + « 

ce ip of f r 4 “1 t< } 

r mM separated Tor I ] st 
tearing along perforated lines. The ster 
eile Can be used on any conventiona 
stencil duplicator Guide markings ar 
printed on each of the four parts of the 
stencil to enable the typ st to accuratel 
pos tion copy for a ) cr >’ ecard in a 
minimum of time 

DESK-TOP MICROFILMER 

Recordak Corp 444 Madison Ave., 
New York 22, N. Y., makes the Recordak 
Reliant Microfilmer. Its greater economy on the film. With the Duo Method, the 
in microfilming operations, regardless of fronts of documents are photographed 
daily volume, is attributed to a choice f down one half the film width, then up 
three reduction ratios in the teliant the other half. With the Standard 
Lenses can be simply nterchanged t Method, the fronts of documents are 
provide 40 to 1, 62 to 1, and 24 to 1 re photographed across the full film width 
luctions Three methods of microfilming [ p to 29,000 smaller items. such as ref 
may be used to further assure greatest erence cards and bank checks, can be re 
film economy With the Dupl Metho corded on a 100-ft. roll of 16mm film. 
the fronts ar backs or documents are Ln automatic feeder ffers speeds ot over 
photographe 1 simultaneously side by side 10) tems a minute Design features pre 





Engineered For 





Peak Performance 


SIMPLEX 
Peerless SENIOR 


The Big Brother of the pop- 
ular Peerless Jr. Designed 
for greater capacity at mini- 
mum cost. Versatility prov- 
en in its use for drying 
photocopy, blueprint and 
photographic papers. Backed 
by 38 years of manufacturing 
experience in building the 
finest in photoprint dryers. 
@ Dry prints up to 18 x 24 inches 
on 20 inch width belt. 


@ GREATER CAPACITY — Aver 
age of 130 82 x 11 prints per 





hour 

@ LOW COST OPERATION — @ THERMOSTATIC HEAT CONTROL—Maintains uniform 
draws only 12 amperes. No special temperatures for proper drying 
wiring required. @ Rugged Construction — assures long trouble-free operation 


SIMPLEX SPECIALTY CO. 116 West 14th St., N. Y. 11, N. Y. 
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The Olivetti Automatic Carriage Printing Calculator auto- 
matically calculates and prints desired figures on record-forms, 
moving automatically to the proper columns. Can perform 21 sep- 
arate operations automatically in desired sequence; the sequence 
can be quickly changed. With platen split, it also prints on tape. 
Write Dept. EM, Olivetti Corporation of America, 580 Fifth 
Avenue, New York 36, N. Y. 
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We are highly honored... 


Heyer Conqueror Spirit Duplicator 


recognition by the Society of Indust 
Designer 
the Society. place the ond or side \ A | best 
contemporary in desigi pleased with thi 


signal honor t 


THE HEYER CORPORATION 


NEW YORK * CHICAGO * LOS ANGELES 











vent double-feeding of documents oul 1 MATL HANDLING EQUIPMENT 





assure ‘‘errorless crofilming er 
long periods of operation. Che film unit 
will accept two rolls of film, automat 


cally duplicating on a second roll of filn 


every document photographed The ‘ 


tra roll may be stored off the premise 
as extra protection or used as an extra 
reverence SOUrTCEeS else where The Reliant 
Microfilmer takes documents up to 12’ 
wide, recording 11” of printed matter on 
the film. Length of document is unlim 
ited so that large accounting forms and 
adding machine tapes can be photo 
yraphed., Kive-level controls provide ope! 
ating convenience, Documents are neatly 
stacked in original sequence in a stacking 
trav. An endorser-canceler accessory al 


lows checks to be endorsed or canceled 





HY they leave the machine, 


LIQUID LEAD PENCIL 


inpire Peneil CoO.. Shelbyville, enn... 





CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends con- 
gestion, handles larger quantities of 
mail in less time. Used in the majority 
of U. S. Post Offices, and in leading 
firms, universities and institutions. It’s 
the answer to your need for fast, effi- 
cient mail handling! 


makes Lead-flo ballpoint pencils with col 
orful plastic barrels, square decorated 
ferrules, eraser tops, silvered metal points 


Size and capacity to 
meet your requirements 


COUPON 
NOW! 





CORBIN Wood Products Division, 
Dept. OB 
The American Hardware Corporatior 


Hornell, N 


Corbin Mail Room and Collating Equip- 
ment and related products 





NAME 
FIRM 
CITY ZONE 


and pocket elips Kach Lead-flo pene 
contains enough | quefied graphite to 
rive thousands of miles of writing that 


wil not emenr smudg 


( or rub off and 


erases easily. Produced to ret | for 2he 


- 
| 

| 

| 

| Send illustrated literature and prices on 
| 

| 

| 

| 

| 

| 

L 


eae eS 
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\ORVTALY 


— Reset Counter 


Y 


DESIGNED TO COUNT 
ANYTHING COUNTABLE 


this new Vary-T ally can be supplied in 
any combination up to 6 banks high, 
12 units wide with the counting units 
arranged compat tly on stands in tiers 
Now check these special features of 
Veeder-Root design and construction 

: —s 
@ Easily Readable f 
in W nd —% x y Angle Bold Figures Always C 
Operation Figures not ¢ entered 


red by Fingers in 
for Long We 


ar 
tated lik 


e Tire 


eona Car, t 





od 


N het . te Sat _ or Not Strip Tabs 
‘The Name that ai IP 


Counts i VEEDER-ROOT INC. 


ant? Write 


reenvill 


ee 2, Connmscricur 
dundee d @ Offices and Agents in Principal Cities 


THe Orrics 


{pril, 19 





COPIER FOR OFFSET 
1 Co., 55-16X H: o Qty | 


originals up to 24” x 36” are copied by 
tion onto the eamera’s 12 Is 
Xerox sensitized 
to pauper n asters, 
of multiple cop 


cator. Medium-s 


NEW « FASTER - 
EASIER « Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into !/,” strips—in seconds. Machine is a 
typewriter-size, portable desk model with full !/, HP motor. Safe, easy to 


operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . . SALEM, OHIO 
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the 
amazing 


VEIVET 


ball 
PEN - eil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 

e light as a pencil because it’s wood 

e banker-approved permanent ink 

e full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 
nothing to press, turn, fill 
fully-guaranteed 


Handy dozen-pack for 
business ond industry. Blue, 
red, block or green ink. 

$3. per dozen 

Order from your 

commercial stationer 

For sample write on your 
company letterhead to Dept 0-4 


AMERICAN PENCIL CO., HOBOKEN, N. J. 


sf drop chute SV 


\n autome 
three niinutes 
posures 
transier ul 
eontained and s automatic. The 
with thermo 
eontro 
before replace 
the Xero 218 
OnOTMIeS, \ cost 
otor Co. indicates 
75000 over forme: 


information frot 


TYPE CLEANER 
yood Corp., 1 Park Ave., New 


ffers a free san ple ot 
adhesive strip Ww hich 
typewriter platen 
le the ribbon is sect 


The chemieal coating 


Moss, pres 
It cleans type by 
process, without 


Write above address 
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t this point 


RINKLED 
CAUSE 





OLD AGE 


There’s no point collecting worry lines 
from folds and wrinkles in finished 
duplicating work. 

Most of the time these creases are 
caused by uneven moisture content in 
the paper. This causes a ‘“‘warping”’ 
of the paper in the feed tray and these 
ridges are folded smooth as they feed 
under the roller. Sometimes the warp- 
ing is caused by a wide variation in 
paper moisture and room humidity. 

To combat wrinkling, all of East- 
ern’s wide assortment of duplicating 
papers are made with an even, correct 





moisture content . . . scientifically con- 
trolled and designed to work perfectly 
under norma! office conditions. 


If you’ve been troubled by wrinkles 
why not try one of these fine papers on 
your office duplicating machines: 

Atlantic Duplicator, Atlantic Bond, 
Atlantic Mimeo, Atlantic Opaque, 
Manifest Bond, Manifest Mimeo, 
Manifest Duplicator. 


All but Atlantic Opaque are available 
in attention-compelling colors. Send for 
sample packets or sheets. 





f 
x) 


1 ATLANTIC BOND QWs PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 
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fastten 











SHELF FILE CABINET 
Produ 0 7 Post St.. Sar 
} akes the Space 
the Space and 
filing plus a 

» clean storage 
oors ¢an also 
shelf for file 
For active 


open during the 


The Spacefinder 
of electrically 


throughout. It 
soit 


yinet 
] 
ready to use. 
oining togeth« r in bat 
kdges beneath shelves 
cab net s es are be veled to pre 


ders catching and 


teries on jocation 


in 
‘uments and 
Mods Spacefinder has 
compartments letter size docu 
th 204 elear filing inches. Cs 


00 B ttner 


HEINRICH DIEHL G.M.B.H. | 
TABULATOR CHECK FORMS 


RECHENMASCHINEN FABRIK 
\ erie: thoToia to ) 

NURNBERG - STEPHANSTRASSE 49 er abr tae ? Py | : 

st st ] I O., mak needte 


WESTERN GERMANY 
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i 
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Gestetner 1s made 
by the world’s first and largest 
manufacturer of duplicating equipment 


No cans... no brushes no pads... .! Leakages 
and mess are a thing of the past with this new, 
scientifically clean stencil duplicator. GESTETNER 
will make enormous savings in your printing bills by 
reproducing illustrations in line or even halftone 

and make ordinary typewriting a pleasing print-like 
reproduction. GESTETNER will repay its original in 
vestment many times over. Yet with all its many 
exclusive features it costs no more than ordinary 
duplicating equipment 
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COMPLETELY 
CLEAN! 


Simply clip the 
paste-ink tube 
in-—that’s 


all! 


GESTETNER DUPLICATOR CORP. 
50 McLEAN AVENUE, DEPT. 79 
YONKERS, N. Y 


Please send a copy of “30 Ways to Get the Most 
from your Duplicator.” 


NAME 


ADDRESS 














PINK PLASTIC 


PUTTY... 


thet pulls the dirt out of type 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing 
firmly 


very 





Press it on all of 
the type. Do not 
rub 





Fold the putty 
upward to origi- 
nal pyramid shape 





NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to covse headaches 
or colds. 

To moke neot erasures— just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smear. 


Retails for 50¢ each 
Dealers—write for sample and cost 





BUD TYPE CLEANER 
BOX 4644 
12, MARYLAND 


P ° 
SALTIMORE 
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| ste pre-nu phere 
r eg ter } Aa thie } 

prnie YT the tal iting rec rine tI 

re broke! ipart a | tt ed In numer 
il sequer | nh gre of 40 ehec 

s matche pre register ar 
nserte nt ore ( t ! notehe 

A 

the: for nee ‘ rt vy After chee] 
il returned oO tl ny ! for re ! 
( ation tching the notche t} 

‘ l¢ orts the heck t page 1 ry 
his { ! per t re I ition tater 
I the month ifter ore checks ha 
cleared throug! tl pant Needle-sort 
for re ilaptable to ! eontinuous 
| ro check J nformation fi: 
above address, 


PAPER-HANDLING AID 
| ns Specialty Co., 403 N. Munfor 
St., Richmond 20, Va., makes Tacky-Fin 


ger, a hygroscopic material having the 


properties of absorbing moisture fron 
the air, thereby g ing a harmless coat 
ng to the fingers which enables the user 


to handle papers with ease. It eliminates 


the need for wet finger stalls or 


sponges, 


z, 





glycerine. It is greaseless, stainless, 


odorless and guaranteed to be non-irritat 


ing to the skin. lacky-Finger is pro 


duced by the anutacturers of Evans 
Gathering Racks, and : free sample 
ng include th « h Gatheris 

If vou t alr« sin ] 1 
Ra i free sample of Tacl 

n | btaine | rit il ‘ 
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MAGNETIC CHALK BOAR star ft agnet 

Jacronda Mfg. Co., 26 So. 42nd St chalk holder har : 
Philadelphia 4, Pa., makes the Instruct In liscount a AI Instru 
Magnetic Chall Board, a combination , we 
bulletin board and chalk board frame hove a re for ft 

n natural oak. Messages can be writter 

INTERCOM SYSTEM 
| and-Borg ¢ Is W \ 








n its smooth, no-glare, metal surfae 

Powerful Alnico magnets hold) mets 

papers, et Available n two size 

standard Is k 28 size reta f 

$H.00 large 24 x 36’ S17 retails fe 

$7.50, Joth are equ pped with plast 

overed magnets, a Tilt-Rite (easel-type Amp . r sta : whl: 
— ————$—$—$—_—____— a 








the desk with 


the custom look! 


Here is real desk distinction—real 
individual styling that speaks qual- 
ity; construction features that em- 
phasize durability. Here too is 
economy that means something to 
your customer for Wesco has com- 
bined 
found only in more expensive 
desks. There is a Fashion-Aire desk 
for practically any office purpose 





low price with features 


AGiat ttn mie? 


(WESCD 


4usoma = 


WESTERN MANUFACTURING 


COMPANY 
AURORA TLE InN OUS 





California Warehouse and representive 
F.C. Charles, 2436 £. 8th St ( 
Los Angeles, California 


New York Display and representive 
Arthur Gordon Co. Associated 
206 Lexington Ave., New York 16, WY 


Texas Warehouse and representive 
W. Kuse, 2414 W. Holcombe Blvd 
Houston 75 





Texas 
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¢ Walls aren't on the payroli—but they go to 
work for you, when you hang an Evans WALL 
RACK. Use everywhere—from reception room 
through factory 

© Result: unlittered desk tops, and more working 
space; more work accomplished. WALL-RACK 
holds papers, charts, price lists, catalogs, etc 
often referred to—but keeps them out of the 
way 

e In Mailing Room distribution of incoming, out 
going and inter-office mail is done faster 

© All aluminum, Evans WALL-RACK fastens 
securely to an otherwise unused wall. Light 
weight, yet durable, holds over 40 Ibs. Comes 
complete with double hanging frame and 
drive nails 

6-section size ......... -eTriey oi 

12-section size ........... ‘sain isd cad 


403 N. Munford St. Richmond 20, Virginia 





WALL-RACK 


Also 4'' width—é or 12 sections— 
at above prices. 


Made by Makers of the Famous 
Evans GATHERING RACKS 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 








1416 


with or without handset (for completely 
private conversatior New features in 
lude visual busy signal, individual loek 
ing-type push-buttons for station selec 
tion, illuminated on-off volume control, 
plug-in cable connections, and a balanced 
line wiring system which reduces the cost 
of installation but prevents cross-talk. 
Amplicall communication systems are 
available for the use of up to 24 master 
stations, permitting as many 4s 12 con 
versations to be carried on simultane 
ously. Versatile combinations of master 


stations and sub-stations styled to har 
monize with the master units) are avail 
able to meet specialized needs of offices, 
plants and institutions, both for com 
munication within departments and be 
tween departments. Complete details 
f 


from above address. 


VOICE-REPORTING MASK 
Talk, Ine., 11 West 42nd St., New York 
36, N. Y., makes the Stenomask for voic« 


or verbatim reporting or taking dicta 


tion, The Stenomask is a soundprooted 
" crophone with a start stop button and 
used with a standard dictating ma 


chine. It weighs less than a pound and 





is held against the lower part of the face 


when in use, Anyone can learn to use 
it to record dietation, conferences, 
spec hes, ete, No train ny or special 


knowle lve, as of shorthand, is necessary. 
The recorded material can be accurately 
transcribed by any typist since no syn 


bols are used The method is silent and 
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does not disturb dictator or speaker. ceiling. Although this installation can be 
The dictator can use the Stenomask for used permanently, the flanges are not 
recording notes or dictating in noisy lo fastened so it is easy to dismantle and 
cations. The device has been adopted by 
all branches of the Armed forces for re 
porting courts martial and boards of in 
quiry, and is widely used by court 5 
reporters, ete, Full information from } 
above address, 
SHELVING 
Walter Haertel Co., 2840 Fourth Ave., 
8., Minneapolis 8, Minn., has developed 
Adjusto-Deck shelving which allows stor . 
ing items to the ceiling. The shelving Tt 
is easily adaptable, and can be set at 
almost any interval and at almost un 
limited depths. Its construction allows 
floor to ceiling installation. Component 
parts, which consist of vertical piping dk 
and adjustable brackets, are easily in LL 
stalled with normal tools without pipe 
threading or bolting. A flange sets on the Ly 
floor into which a pipe is inserted, A move to other locations. Plywood shelv 
similar flange is set on the top of the ing is fastened to the pipes. Pipe and 
pipe and adjusts to fit tightly against the shelving can be purchased locally, sav 
. oa MUMBERED— 
“S, ‘ 
“ 
say Fanelly Caaet and ACCOUNTANTS 
“We're interested in records .. . accurate rec SOLVENT - ACTIVATED 
ords that simplify depreciation of equipment for ADHESIVE BACKING 
tax, insurance and accounting purposes. These (No Screws, Tacks or Tools) 
attractive, easy-to-read tags, eliminate reporting r / 
errors. To say that they've paid for themselves mev Sick 
is an sysperiee te . 
“SERIALLY NUMBERED AUTO- 





FREE booklet, “HOW 
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WRITE TODAY for samples and 
~ To 
FECT PROPERTY CONTROL.” 


GRAPHS" are produced from lustrous 
016" Satin Aluminum, They're much 
more durable than foil or paper labels 
more impressive and easier te 

than conventional ‘‘tags.” 
Mount them in seconds on both 
smooth and crackle finish surfaces. 
Simply brush solvent on the adhesive 
backing and press into place with 
your fingertips. You'll like the legible 
black numbers and colorfully lithe- 
graphed copy 


METAL 


MASON CITY, IOWA, 


mount 


‘MC. 


U.S.A. 
147 


PER- 














FLUIO BOUPLIEGATORS 


GUARANTEED 
PERFORMANCE! 


12 Precision-built 
ail Models to choose from 


. .. $95 to $910 Plus Tax 


PLUS a Complete Line 
of Quality Supplies! 


MAIL COUPON TODAY! 








Please send me illustrated folders and com- 
plete information on REX-O-graph Fivid 
Duplicators and the nome of my REX-O- 
graph Deoler. 


NAME 


ADDRESS 


CITY & STATE 


7844 W. Hicks St., Milwaukee 14, Wis. 









Res cee ee ee ee ee ee ee ee 
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ng freight costs Shelf depths range 


fror 24” to 96 n widths from 48” to 
on Can be easily custom-built to suit 
tlinost any requirement The finished 
ustallation, althoug!} i pole s rugged 


and has been used to store very heavy 
oads. The uprights, being only 1% 

th one at each end of the shelf, make 
the room appear free and open. Full in 


formation from above address, 


WATERCOOLERS 

Cordley & Hayes, 443 Fourth Ave., 
New York 16, N. Y., makes electric 
watercoolers with triple-effect cooling 
systems. Capacities of individual models 
have been increased up to 30%. They 
have dual hand and foot controls, and 
thermostatic protection for the storage 
system as well as thermostatic control of 


drinking water temperature. Of the 





seven models, five are air cooled and two 
water cooled. Capacities range from 5 to 
27 gals, per hour. In the triple effect 
cooling system, water is precooled, flashed 
cooled and then chilled in storage. In 
the precooling phase, incoming or tap 
water is chilled by the cold water that 
spills dow n the cooler’s drain Because 
triple-effect cooling is the most efficient 
method of heat transfer, power require 
ments are at a minimum. An adjustable 
thermostat controls the temperature of 
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drinking water over i lO-degr 


Ce oral. All are newly created pastels that 
range, An extra pre-set and non-adjust harmonize with the base of the machine 
ible thermostat protects against mee han which s painted nm the Sunland herr 
eal failure that n eht cnuse treeze uy n shade IX« Vio} ind platen tw rler also 
the storage tank. Additional informatior have been color-stvled on the new mod 
from above sddress els It electing the new pastels, Bur 

roughs sturted with 2) different colors. 

ADDING MACHINE Kv the process of elimination indd con 
surroughs Corp., Detroit 32. Mich.. is sidering the major factors of eyestrain, 
making Burroughs 10-Key Adding Ma- fatigue and functionalism, the field was 
chines in four pastel shades: amber gray, narrowed down to those colors women 
Alpine blue, sea mist green and Capr like most. From this color proup the 


Ko}, Puts Push in the office! 


A PB Mail Jpener, we mean! Mail opened and distributed 
by 9 a.m. gets your business day off to a fast start And nothing 
opens mail faster or more efficiently than a MailOpener! 

This new electric Model, for instance, opens a// the morning mail 
in a few minutes—bulky envelopes, as well as regular letters trims 
off a hairline edge as fast as you feed it... Quiet, durable, built 
with PB precision . . . Ask the nearest PB office to show you 
the MailOpeners, hand or electric models tor every office, large or 
small. Or write for free illustrated folder! 

PITNEY-BOWES, Inc. 3451 Walnut St., Stamford, Conn 


Originators of the postage meter, offices in 94 cities in U.S. & Canada. 


= PITNEY-BOWES 


MAILOPENER 


FREE: Handy desk or wall chart 
of new Postal Rates for all classes 
of malt!, and parce post zone 
map for any locality 









> 


THe Ovrice—April, 1955 149 

















pastels were developed. Kkach machine 

' features a two-tone finish. The die-cast 

\ O W aluminum cases are electrostatically 
s painted and then baked by a special 

Quickly, Easily Effectively Destroy confi process resulting in a non-glare finish 


retaining all of the color values and long 


dential papers, records in your own office! 


wearing qualities. The machines have a 

NEW Da aha low silhouette that _ provides maximum 
operating comfort. rhe Span of a hand 

m 10 easily covers the adding keys and all 





electrically operated control keys as well. 


van a TO on ge dope! — when in operation, 
for ffi use! Quiet, t t miined! 1¢ evs aac om rois are positiones 0 


the operator’s fingers. Machine weighs 
Never before an office shredding only 16 Ibs., is 13” long, 8%” wide and 
machine combining the speed and = 7” hich. 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can OFFSET LIGHT TABLE 
operate it. No fuss, no trouble! om orcas 
Greater cutting width, speed, ser pntgeny Buss. g Dipalhcrta Deb tee 
capacity, and power than ever ern Ave., ¢ hicago qe 2, makes a Light Table 
before! Safety throat! Smart func- with Developing Table Top for opaquing 
tional design, about size and stripping, layout, checking g and finishing 
weight of business typewriter. a er ce phe Edgat tome ts avail 
ied ah elie Ge tate 0 able in two popular sizes. The LT-2 


floor model with the DT-26 Devel ng 
all businesses - large or small. = laa sided at iii 
Table Top measures 25” x 30” plus a 















) 


23” x 23” extension table at right side. 


YOUR PAPERS 
GO IN HERE 


‘ 

y UNREADABLE 
SHREDS COME ; 
OUT HERE sd 





Developing Table Top is secured to table 


Y 3 SHREDMASTER and is hinged to permit raising and low 

ering. rhe portable model LT-18 with 

iG cofcrate r DT-20 Developing Table Top measures 

‘ | 18” x 20”, Both models equipped with 
oe De i mee el | P 

| machined and calibrated straight edges 

203 Willoughby Avenue Additional information in Bulletin No. 

Brooklyn 5, N. A | 230, from above address. 
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THE OFFICE 

















\ just phone 


manpower Sue 


for 


TEMPORARY 
@ HELP! 


Dial your problems away 
Manpower, inc 





will solve 
all of your temporary and 
peak period problems 





CALCULATING a 
TYPING or 0 
STENOGRAPHY 


ALL TYPES OF 
OFFICE WORK 


TELEPHONE 
SECRETARIAL SERVICE 


MAILING SERVICE 
MARKET SURVEYS 
FACTORY WORK 


4 hour A 
day a weer 
a month or 
longer. Our 
employee 
are fully 
insured 
and bonded 
We handle all 
record keeping, payroll, 
taxes, etc. Our rates are 
amazingly low! 
——— 


SSaseseesy manpower, inc. 


Write Dept.0-554 Manpower, Inc. 
Milwaukee 3, Wis., for free booklets 
“Get that job done.” 


“Tax Savings under 
the 1954 Revenue Act." 


§ offers you the 
same high 

standards of 
service from 


coast to coast’ 
Over 40 Branches 


Coast to Coast Titi. 


manpower 
Nation's Largest Complete @ 


Business Service mc. 































CHAIRS 


Metal Furniture 








Milwaukee Co., 101 N. 


Campbe Ave., Chieago 12, Ill, makes 
the M-1000 FBL Chair with back-swept 
legs which prevent the scuffing of walls 
! the chair’s back In addition to the 








is also avail 


llustrated, there 


able a side chair with spring seat and 


side chair with padded seat. This swept 

back group is recommended for use in 

obbies, reception rooms and other loea 

tion here chairs come in contact with 

valls. Complete information from above 
ire 


BINDER LABEL HOLDER 


Office Products, Ine., 9920 Freeland 


Ave., Detroit 27, Mich., makes label hold 


ers, for ring binders, of smooth finished, 


metal with a celluloid window to 


durabl 











MAKES EVERY DING BOOK 
A LABEL HOLDER BINDER 





label 


spring clasps which fasten 


protect the insert. These label 
holders have 
them to the binder and make for 
appearance. Made for 1”, 14%” 
ring books at 25e, and 35« 


spectively _ 


neat 
or 


and 


oUe each, re 
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\ revolutionary nev 


Dictation-Transcription Machine 


by COMPTOMETER 


Faye for itself’! « 


That 
Gwar 
Comptometer announce 4 revolutionary new dictatior \ 

machine that pays-for-itself as you enjoy years of the finest ™ Enu-C- 


high fidelity, magnetic dictation. Now dictation become 


. . 
as easy and natural as talking to your secretary. The amaz magnetic peering 
ing lifetime guaranteed magnetic Erase-O-Matic belt he 
in be used thousands of times over again. No « X pensive belt Caw td, 
dises, cylinders or records to continually buy, ever. The Shoat atl 
letters you dictate are so error-free 30 easy to under 
/T NEVER WEARS OUT 
_— 


















tand, because of the high fidelity voice reproductior 












it makes any typist a secretary. Here truly, is America : / 
finest machine with savings that now bring dictatior luarcialitd fon Lf 
within the means of every business Mail coupon for 

complete information on tl compact electront 





achwvement by ( omptometer 


Outstanding Features 


@ ERROR FREE [ ATION @ HIGH Ff 


. A PEAKER e POR 


with matchless SIMPLICITY of operation 


MPA 








StS dictation—TRANSCRIPTION MACHINE 


COMPTOMETER Dictatiun Division 
Feit & Tarrant Mfg. Co., 1715 N. Marshfield St., Chicago 22, 111. 


Gent bern Ne are erested 








« 
Lifetume Guaranteed Erase-O-Matic Ke jing He y s 
Please send ( nplete Informa Ar ge f Ih cy ge for a Free Off [ried 
( 
is 
Ad 
{ 
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REPLIMAT 


. -eneee 


=e! 2 -PURPOSE 
PAPER 
PLATE 


FOR 


DIAZO DUPLICATING | 
2 MULTILITH DUPLICATING 


Make many clear, sharp 
copies as you like from this trans- 
parent pre-printed Replimat mas- 
ter on your Diazo (Bruning or 
Ozalid) equipment. Then you may 
file it away for future use. No 
cleaning of ink, gumming or drying 
necessary. The Replimat paper 
plate remains perfectly clean and 
dry. 

Later, fill-ins may be erased and 
changed whenever you’re ready for 
the final run on your Multilith. 
There’s no need to run the master 
plate twice on the Multilith, with 
its attendant messiness, danger of 
blindness and spoilage. 






as 


SEND FOR FREE SAMPLES OF 
REPLIMAT MASTERS TODAY 





We guarantee to reduce your costs 


The Replimat 
the heart of the 


2-Purpose Paper Plate is 
Replimat One-Writ« 
tem. Ideal for sales order forms for food, 
grocery, liquor and package goods; inven- 
tory, replacement, spare-parts, export and 
import forms, We also produce mar- 
ginally punched continuous forms, Teletype 
rolls and all business forms. We will de 
sign an operating system to suit your needs. 
Call for representative now! 


Sys- 


etc 


R E P L IC \ bg OEPORAT! ° N 


1142) 











DESKS 


Co., Aurora, ar 


Wester! Mfg. Il., 


adding two new plastic desk tops to the 


Wesco Economaire desk line. Available 
in the Eeonomaire DeLuxe single and 
double pedestals, the top is formed in 





high pressure laminated plastic. It pre 
sents a high resistance to heat and is 
not affected by solutions that would ruin 
some desk tops. Non porous, it never 
needs painting or refinishing. It is very 
hard and almost indestructible in normal 
use 


TABULATING CARD INDEXER 
Wassell Organization, Westport, Conn., 


makes Self-Guide, a simple device for 


auton atically indexing tabulating ecards, 


It eliminates pulling indexes before the 


cards are put through the machine and 
replacing them afterwards, because the 
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rand New Features 


in America’s Finest Business Machines 


McCASKEY-VICTOR 
CASH REGISTER 


offers compact department key ar- 

rangement for added control benefits 
Saves endless hours of work. thanks to 
new keyboard designed for today’s 
needs. Four designating letter keys, 
meets sales and excise tax needs. charge. 
received on account, paid out amounts, 
and more... high-efficiency adding ma- 
chine as well. 






Model X-61 


VICTOR SELECT-O-MATIC 
ADDING MACHINE gives you 
totals, subtotals automatically 
Great new Victor Select-O-Matic adding 
machine offers new ease. new speed of 
operation. Take both totals and sub. 
totals from add bar automatically. or 
use regular dual total key. or inter. 
change both methods. Quiet operation 
and True-Touch keys. Ten-key or full 

keyboard. 





Model 70-85-54 


VICTOR EXECUTIVE MODEL 


features direct subtraction and 

automatic credit balance 
Gives full-duty service. Full flexible 
keyboard. Adds, subtracts. lists, multi- 
plies. Automatic credit balance. The 
Victor Executive adding machine has 
total, subtotal, repeat, error and sub- 
tract keys. Electrically operated. 





Write today for free trial of any of these Model 6-83-54 


famous machines. Dealer franchises available. . 


VICTOR ADDING MACHINE CO. chicago 18, illinois 


In Canada, McCaskey Systems, Ltd., Galt, Ontario 


Manufacturers of Business Machines, Cash Registers, Business and Industrial 
Systems, Electronic Equipment, Electri-Cars 
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See Ow SF Owe al tl Mt 


( hemse ire regular tabulat PARTITIONS 


- except thos that Arnot Jamestown Div.. Netun Stee 
rve su é re notehed at the base Products Corp., Jamestown, N. Y., hus 
P sent ny I mh tn jUlppe added “a new color, tantone, to the stock 
th ft n a vi 1 a the core p) nt finishes available in the Arnot 
t “ai to rest ! I notches a Jamestown Partition-ette and Office-ette 
thie ! 1 ris { Wher rié Part tion-ettes were previous 
iting for information about 3 i! ible in mist green and silver gra 
tter t ca oder ber oF et 4nd natural walnut and white oa 
ichines 


HAND PRINTING PRESSES COUNTING UNITS 


Veeder-Root, Ine., Hartford ¥ Conn., 


Sigwalt Mfy. Ce O11 N. L 











a iKeS multiple unit, reset Vary Tally 
é (hicag hi BOB t inters compactly arranged on portab’e 
nua rinting esses Tor printing bus stands up to 6” high and 12” wide with 
re rd etterhea menus, labels as many as 72 individual Varv-Tally 
rice Tags, « ‘ tatements, tickets units Fingertip pressure on the front 
I ther prints er Availabl ni ever of @ unit registers eae} eount fron 
one to 9999, One turn of the reset knob 
returns all counters in any tier to zero 
ariet o! S1Ze8 n single ind doub 
roller odels price from $19.95 to 
$155.95 nit presses come cor plete 
with accessor ( pment such as meta Immediately over the reading lines are 
type fonts, tv pe Db sticks, type tweezers, paneis for inserting descriptive labels 
ink vood furniture and nstruction book such as siZes, colors, denominations or 
lets. Rubber type kits for printing on names of the kinds of things being 
plastic and metal surfaces are also avail counted. Ruggedly constructed for long 
tole a) e! Mlels re constructe weal units can be rearranged in the 
with chases hich rint areas of 214" stand to equalize wear throughout the 
.. Larger presses have chases whiel entire bank All parts are corrosion ré 
print areas up to ¢ 9”. Sigwalt Presses sistant with internal parts of hardened 
ire Casilv operat D hand vers, Con steel Kasily readable, even from in 
struction permit the operator to go angle Fingers do not hide the figures 
through the make read process in a mat luring operation. Used to record orders 
ter of minutes to attain excellent results. by manufacturers, wholesalers and dis 
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Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 















For 
Continuous 
Form Work 










For 
Bookkeeping 
Machines 


fz F, 
y 
For full Cy 


information write: 


DUPLI-TYPER CO. 


456 Fourth Avenue, New York 16, N. Y. 











a key file alone, for instance . . . 


wouldn't give you effective key control 
But a really ‘‘complete'’ TelKee System 
would, because only TelKee assures 
absolute contro! over all keys all of the 
time. It's convenient, profitable, easy to 
set up and operate. For full details, send 
for our FREE catalog No. O-/8 today 


The MOORE KEY CONTROL S$)ys¢e: 


PO MOORE, INC 300 FOURTH AVENUE, NEW YORK IO. NY 
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INCREASE EFFICIENCY 


with 
Ventilated 
Comfort 








New Stenographic 
Posture Swivel 
See your 


dealer or 
write direct. 


6 adjustments 


Spring-action 
back 


Seng tilt 


Anodized 


Aluminum 
- PS33A ~ 
Base Jd \ 


PRECISION MFG. CO. 


831 Chicago Ave 
Evanston, til 














accurate system 
of stenography 


THE TALK OF THE 
BUSINESS WORLD 


Streamlined by 4 






The most Vel 


satile ethicient, 


invented Ideal 
for multi-person 
conterences 
(sales, plan boar | meet ) Dake 


or verbatim minutes—noiselessly. Car 





on Write t 
11 W. 42ND ST., N. Y. 


ees 6 Nee 


TALK ¢ 














NOW-—STAPLE 











- 
Staplex curs costs 
70% ... and more! 


TIME-TESTED STAPLEX does the work 
of 20 ‘'old-fashioned"’ staplers . 


better . . . quicker more 
economically! Thousands in use. 

STAPLES AUTOMATICALLY .. . both 
honds free to feed work . . . no levers, 


pedals, etc. 


RELOADS in 2 SECONDS from the 
front. Standard size staples used. 
PORTABLE, 12'/2 Ibs. Plugs in 
anywhere. 


Let us demonstrate why STAPLEX has 
become A NECESSITY IN MODERN 
BUSINESS. 


THE Stoplex COMPANY 


Brooklyn 32, N. Y. 


The Staplex Co. 
775 Fifth Avenue 
Brooklyn 32, N. Y. { 


A no-obligation 
demonstration 


Literature 


NAME 
COMPANY 


ADDRESS 
































tributors. restaurants, ete., and for blood 
counts, traffic counts, ete. Complete in 
formation and literature from above 


aga Tress, 


ADDRESSING DATA 

Weber Label & Marking Systems, Dept. 
S-D, Mt. Prospect, Lll., offers a free File 
Folder Kit 


systems for 


of descriptive literature on 


arious modernizing ship 
ment addressing and marking operations, 
and simplifying shipping paperwork. In 
than a 


describes 


tended as a reference file rather 
eatal of products, the kit 
and illustrates 


og 
2 


methods and techniques 





for addressing or marking product iden 


tification information directly on ship 
printing and addressing 


labels; 


or marking tags. Svstems for integrating 


ping containers; 
or marking shipping addressing 


the preparation of shipping paperwork 
with the actual addressing operation are 
The kit 


samples for 


also explained, also contains 


iectual product examination 


and trial. Write above address for the 


free kit. 
SAFES 


Steel Safe Co... 1672 Oakwood 
Toledo 6, Ohio, offers a new 


their Class 


Meilink 
Ave., 
illustrated 
Door Safes. It 


information along with specification and 


8-page 
catalog on 
Single lists construction 
models of the 
2-hour insulated safes. All the new mod 
els carry the 2-hour label of 


dimension data on five 
Underwrit 
ers’ Laboratories and Safe Manufa: 
National Assn. They offer al 


unlimited interior arrangements of 


turers 


most 
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shelves, Al) 


and drawers. 


partitions are 
insulated with Meilink’s exclusive Ther 
mo-Cel insulation that not only gives 


great heat resistance but adds greatly to 


the strength and rigidity of the safe. 
Write above address for a free copy of 
the catalog. 


MAILABLE DICTATION DISC 


Magnetic Recording Industries, 11 East 
16th St., New York 3, N. Y., makes the 
Travel-Dise for dictation in the field. 
This recording medium can be folded and 


mailed (or airmailed) in a standard env 


lope and is reusable over and over again 


Made of in 


Travel-Dise is 


without any 
destructible 


reprocessing. 


plastic, the 





pre grooved 


for perfect 


automatic 
facilitate 


repro 


duction and will correspond 


ence for men in the field who can die 
tate their reports in cars, trains, planes 
and hotels. Upon completion of dicta 
tion, the dise is folded twice and mailed 
to the home office without the need for 
special envelopes or inserts. With pat 
ents pending, the Travel-Dise becomes 
another accessory for the Voice-Master 
line of magnetic dise dictation equipment 
and is especially designed for use with 
the Streamliner portable dictating unit 
priced at $165. 
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Rubber 
Bands 


OUTSTRETCH 


OUTLAST 
ALL OTHERS 






PLYMOUTH RUBBER 
COMPANY iInc., 
Centon, Mass. 


Genune inrared (elfernhroads 


FREE PROOFS 
FREE DIE 
Ne 


Available of your 
Regular Suppliers 


1s for Every Purpos 








AUST MAIL US YOUR 












801 SO. 201H STREET -BIRMINGHAM 5, ALABAMA 
Amer (a 


s Largest Engraver of Fine Stationery 





For Your Annual 


TYPEWRITER ROLLER CHANGE 
eZ 
TO an Best oils 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 


Insist on @ 
“Futuristic” 
5-Star Platen 








oe STATI PP 


GUARANTEED! 
USED REGULARLY IN THE LARGEST 
PLANTS IN THE NATION 
$3.00 per cos $30.00 per cose 
STATIKIL 1220 WEST 6th ST 
CLEVELAND 13. OMIO 


STATIKIL~ A DIVISION OF THE J. £. DOYLE CO 


istabliched 1914 





159 











THE 
COMPLETE LINE 


ate.) 
PEC. 
FOR EVERY 


in POSTING NEED 


y 












POSTING TRAYS 
AND STANDS 


Tray models for 
sheet sizes from 7 


x Il'* to 12 


Eo 
Stands available in 
skeleton, fully en 
closed or with 


Filing Drawer 


PORTA-MATIC 
POSTING TRAYS 


Porta-Matic 
Trays avail 
able in 12" 
144,"" 18°" 
and 23%,"' lengths 
and ten widths 
from 5" to 17" 
Lightweight 
portable 


REGISTER FORM TRAYS 
sizes for all standard 
register and sales book forms 


Five 


POSTING BOX 
For payroll and 
other records. Will 
accommodate sheet 
sizes up to 9''xil” 
and 12"' x 12 





For prices and descriptive literature, write 


POSTING EQUIPMENT CORP. 
1026 Niagara St. 
Buffalo 13, N. Y. 


Canadian Associate: PRESTON-NOELTING, 
Stratford, Ontario 


LTO 
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UTILITY CASE 


Barclay Industries Corp., 10) W. 
(jearfield St., Philadelphia Do, Pa., 
the Utilics 


makes 
ise which can be used by itself 


as a briefcase or several Utilicases 


ean 





inside a 


be used 


briefcase or diplomat 


case to organize papers. In the latter 
instance, only those papers desired in 
their own individual Utiliease need be 


Ideas 18 ways 


to reduce administrative 
and office costs 


Here is a series of eighteen 4 page digests of 


concentrated information on Work Simplifica- 


tion, Human Engineering, Time and Energy 
Conservation, Information and Fact Finding, 
Selling Ideas, Reducing the Cost of Space, 


Purchasing Office Items, Filing, and Mailing. 

Hecause we want to demonstrate to the readers 
of THE OFFICE the value of our services, we 
are UNTIL MAY 15th ONLY, 
18 reports for $12.00 plus postage——less than 
half check 
and this 


special offer because we know that it is 


offering, these 


their regular price. Enclose your 


we will pay the postage. We make 


very 
our best way of demonstrating the value of a 


brand new series of reports which shall be 


soon announced 


Gordon L. Mattson & Associates 
105 West Monroe Street 
Chicago 3, Illinois 
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taken and carried while the 
eft at the office or hotel, 
of AVY gauge plastie 
slide fastener which operates smo 
They are very light, flat and 
ble: come in letter (14” x 11”) and 
16” x 11”) sizes, dustproof and wa 
proof, in a variety of colors. The letter 
size is $2; legal size is $2.25. Special 
sizes and colors can be made. Utilicases 
be personalized with a gold marking 


Literature from above addre 


INTERCOM 
Inter-Communiceation Sv 
en, 1112 S. Wabash Ave ( 
nakes the low cost Flash-A-C: 
svstem with which the master 
talk to from 1 to 10 remote 
person at a remote station ©: 


without touching, or being near, h 


tion. Remote stations can originate calls TRANSPARENT FLAT SCALES 


to the master station Master station is (-Thru Ruler Co., 4 W 


equipped with Silent Position whi { Hartford. Cons 


iows Cutting out outsice noses atic 


ote stations. V o1ee s heard lou Seal 


Product of Western Germany 


the exciting NEW 


O55 


portable 
typewriter 


keyset tabulation 
cast aluminum frame 


left and right carriage release +6, Ga * . 
%y spacing ; from 
left hand variable spacing 9 g 50 
two color ribbon / 
plastic card holder ; \ 

\. ples E07 


erasure table 
visible margin 


smooth, durable-enomel finish Featuring standard and 


choice of color and type foce 


big machine resuits 13” Carriage BUSINESS-RITER 


Write for complete dealership information 


METROPOLITAN TYPEWRITER COMPANY, INC. 


Exclusive Distributors for the U.S.A. 
18097 SORRENTO AVENUE + DETROIT 35, MICHIGAN 
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Now you can BIND with 


vase METAL LOOSE LEAF and 
PLASTIC BINDING... 


RIGHT IN YOUR OWN OFFICE 


Improve all your literature... 
guarantee maximum attention and 
action for every message idd 
prestige, utility 
manuals, catalogs, etc. Pages le 
fiat, turn easily, can be inter- 
changed between GBC Metal 
Loose Leaf and Plastic Bindings 


color to reports, 


RICHLY ILLUSTRATED 
brochure shows how 
\ i} GBC Metal Loose Leaf 
| and Plastic Binding use 
same punching ma 
chine and identical 
punching pattern. Get 
your copy today. No 
obligation. 


GENERAL BINDING CORP. 
812 W. Belmont Ave. 
Dept. 0-45 
Chicago 14, Illinois 














———-“H] 











COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths 
Send for Circular 53-0 and 


prices 

1. D. COTTERMAN, Mfr. 

4535 N. Ravenswood Ave. 
Chicago 40, III. 
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engineer or architect can use a flat scale, 
bo ng I multiple scales, and yet 
exposing ¢ of them at one time. No 
nting or searching, no twisting or 
turr gy is necessar' Phe proper seale is 
vavs in full view, ready to be used at 
oment’s notice Convenient slotted 


nertures enable the user to scale a draw 


ny with a minimum of trouble. Seale 

sters are fabricated of dimensionally 
table transparent plastic. The Arehi 
tects’ Sealemaster ¢ bodies 14 seales on 
the one instrument. manv more than the 
triangular type. The Engineering Seak 


master embodies nine full divided seales 


on one instrument, again many more than 


the conventional triangular seale. Scale 
masters retail at only $1 each. Complete 


nformation from above address, 


COIN CHANGEMAKER 
Klopp Engineering, Ine., 35612 School 
craft Livonia, Mith., 


gemaker for use in conjunction with 


makes aie coin 


e! ng ichines It can be mounted on 


counter, or a floor stand is avail 


5 NICKELS 
5") 
QUARTER 





able. Four models are made for making 


larters two Ways dimes or 
tokens. 
Is 17” high, 


deep; costs $89.00. Lit 


models dispens 


nickels special 


The Klopp Change Maker 
* wide and in 
iddress 


erature fror rhove 
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4-WAY SORTER 


For sorting all kinds 
of office papers prep- 
aratory to final filing 
or posting. Can be 
used in four different 
ways — one side has 
alphabetical and daily 
leaves the other side, 
monthly and numeri- 
cal, 


The Sorter is only 4° 


‘ , A A Desk 
wide and light-weight, 


Rack is 


made of hammertone available, 

finished aluminum with = 

spring aluminum alloy . 

leaves and rubber feet. to ge 

STYLE SIZE LENGTH WEIGHT 

L-31 Letters 28"' 24 o2 
C-31 Cards, Checks 25" 18 o7. 
C-21 Checks 16" 12 oz 

lf your dealer doesn't have the Amfile Sorter 

stock, send his name and well see that you ar 


{ ne 
ea » y 


Write for Illustrated circular 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


if Your Office— 
is still using carbon paper 


try LETTEREX — the greatest 


letter-writing advance since 






the typewriter 


/ 


The LETTEREX CORPORATION 


1640 Connecticut Avenue, Washington 9, D.C 
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New CLEAN way to 
Moisten Envelopes 


lili 


MOISTIN morstener 


The new, CLEAN and 
SURE way to moisten 
envelopes, stamps, label! 

ete JUST ROLL I 
ON! No messy parts, no 
ponge queezing Me- 
chanically constructed to 
flow evenly always yet 
keeps hands CLEAN and 
DRY! A must for every 
office, home or shop! 


See your Stationer or write 


New Exclusive 

" Moisture Control” 
The only moisten 
er guaranteed to 
roll an even coat 
of water on the 
surface each and 
every time 


98c each 
MFD. BY BERNAY PRODUCTS CO. 


412 S. Wells St., Chicago 7, Ill, WAbash 2-2636 


tt Last! 


SPEED-SPACER 
A Fully Automatic 
Copyholder 


for - 11.” 


plus 59c F.E.T 


















Compare for 
Convenience, Cost 
and Construction 
with ANY copyholder on the market! 
very typist can do better work witl her 
own copyholder Speed-Spacer |} 
recurately adjustabie for automat pacing 
from zero to It take teno boot and 


heet up to 9” »x ‘td Made of hea gauge 


tee for ear f trouble-free er oe 
I taliatior required Pee it at our dealer 
or write to SPEED-SPACER CO ,} 
Greenwich St New York 134, N. Y 


PLIPLELLLILLLLLOPILPBLEPLELLOOROVLCBOEES 
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for type that 
sparkles like 


Cleans type CLEANER! Handy dauber whisks oway 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-bive carton on 
your dealer's shelves 


CONTAINS NO CARBON-TETRACHLORIDE 





60¢ at all stationers and typewriter dealers 


SLASH 


MASKING and 
SET UP TIME 






ith t _" 
win ne eS) _CBASE LINE 
wns aA 
‘KZ =\ MASKING 
epee SHEET! 
oll 
e: 
& Se Try 5 Sample 
e Ze) Sheets FREE! 


<= ‘For MULTILITHS 
: \ No. 1200, 1300, 50 

=> DAVIDSON No. 221 
se 


NOW mask negatives 
in two minutes, pre-setting the 
plate image within %” of correct position! It’s 
easy with the precision-ruled Base Line Mask 
ING SHEET! Slashes press set-up time, boosts 
output, cuts costs! Hundreds of users, coast to 
coast. WRITE for free samples, 
make and model press! 





mentioning 










LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 
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Plot a Protit Path 


WITH MAPTACKS 





SIGNALS 
and MAPTACKS 








SEE YOUR OFFICE SUPPLY DEALER 


George 8. Groff Co, Combridge 40, Moss 











SPECIAL MACHINES 


for the 
MANUFACTURE 
of 


CARBON 
PAPERS 


TYPEWRITER 
RIBBONS 


DRY 
STENCILS 


Manufacturing Information and 
Formulas Furnished. 


HAIDA ENGINEERING CO. 
34-11 VERNON BOULEVARD 
LONG ISLAND CITY 6, N. Y., U.S. A. 





Ribbon Inking Machine 
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DUPLICATING BOOKLET leseribed b.e fluid tank, fluid con 


He Corp.. 1821 S. Kostner A I Siple t unter, | tive r 
Chieago 23, Ill. provides their dealers a rv feed, adiustabk nressure contro 
comprehensive, compact selling 1. ind ra \ ver ntrol, kor the 

. f 
handy 0’ 6” booklet titled, ** Duy i / I ‘ re 
: { lt n * wicks tory oft nis 
ing Problems Conquered bv the Hever yuu : i i He a 
‘ 99 r ‘ hit ‘ ( ever ona ad fent are 
Conquerors.’’ The first section of the Chines and Hey gincered features ar 
clearly explaines Many aluable t ss 
pat Ms y - 4 for fine spirit duplicating are ineluded 


TYPE SPECIMENS 
H. ©. Bullard, Ine., 150 Variek St 


Pray ob New York 13, N Y., have published 
Pa ‘¢Bullard’s Alphabets,’’ a 536-page loose 





ra : | 
os lent book show ng ¢ er ed ’ tyre fonts 
Foto] leolel tiated 0k showing over 2200 type font 
~ ~ ng stvie Lach body f ‘ pear ns 
0 et Ipl in i Spee en para 
grapl Disy ces show all the eay 
i er eter \ hand type 
a iset : : / writer gauge ppears on each page for 
three color booklet prese nts Heyer Cor casting cop Ihe ] + pages car 
queror Spirit Duplicators, the hand opel bye removed ft ! the ‘-ring binder for 
ated Model 70 and the Model 7¢ bole tracing Bool ost B35 \ 16-7 it ae 
trie with push button contro The fea seript e booklet showing sample page 

tures of the Conquerors are pictured and s free fy bye dress 


— LBB OO OL LLL el el el LL 


BE SURE TOATTEND ——~«w EIGHTH ANNUAL, 
SOUTHERN CALIFORNIA BUSINESS SHOW 
/ Biltmore Hotel Los Angeles 


Daily 10 AM. to 10 PM. {pril 12 to 15 ine 


; On Display and Demonstrated Will Be 


LLL LS 


the newest and latest in business methods and equipment 


Sponsored by the Los Angeles Chapter 


NATIONAL ASSOCIATION OF COST ACCOUNTANTS 


For your personal invitation 


~~ wo ~~. 


See your Business Equipment Kepresentative No Charge 


LO LOLOL lL OO A OO LL LOL hl Al ll ll hl 


READ-A-FILE KEEPS YOUR _ 
STENCILS AND OFFSET PLATES ‘ | 
cooooooo ALWAYS AT SEE LEVEL non 
| 

| 





The Read-A-File Cabinet is a protective file that keeps 
stencils and plates wrinkle-free. it permits full-length 
inspection and quick access to any one of up to 400 
stencils or 200 plates. The hanger unit, with 50 clips, 
rides on ball bearings. Each clip is on its own rod and 
can be removed without disturbing the others. it's new 
ond different. 
DEALER INQUIRIES INVITED 


METAL SPECIALTIES, Incorporated 
2302 Bloyd Avenue, indianapolis 18, Indiana 
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Los Angeles Business Show 


‘*Progress and Service’’ is the 
ehnosen for the Sth An: | Southern Ca 
rornia B sine Sho T the B t 
Hotel, Lo \I es, Ap 12-1 t 
announce by the Los Angeles Chapter 
National Assn. of Cost Accountants 
ponsors of the sho I} otto i 
chosen because it signifies the purpose of 
the sho al describes the outstar ny 
LCCO! | I ent ot the omnes i | I 
ind equi] ent Indust! I} il 
rie Lis play a ¢ preher ( 
‘ p ait mn iT the newest nad il ! 
busine ethods and equipment W itl 


\ngeles area now ranking thi 


manufacturing, it is re 


ognized that the business machine ind) 


peen a major contributor to th 





a ag 











Queen of the 

California Business Show, is secretary to E. D. 

Mallek, vice president, Citizens National Trust 
& Savings Bank, Los Angeles. 


Marie Engen, 1955 Southern 
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ta rwtl n prosperity of the region, All 
pre ous records for space reservations 
by exhibitors have been broken for the 
1955 show NACA’s annual show has 
ittracted rowads ! excess of 30,000. 


Visitor come from all parts of Southern 
go to Bakersfield 
More than 40 firms 


in the show will 


from San Di« 


California 


and Santa Barbara. 


have reserved space and 


display the most modern and comprehen 


e improvements, not only in office ma 
hine but in methods and procedures. 
This year’s show w feature a greater 
ariety of high speed and electronic de 
ices to increase human output and ef 
cieney in the modern office. On display 


which is brand 


never before 


equipment new 


ind which has been on ex 


anywhere, 


R.R. Systems Conference 


Railway 


he ld 


the 
will be 


Chicago, 


The annual meeting of 
Systems & Proes Assn. 
at the Morrison Hotel, 
12-14. Most of the 


oted to elec 


qaures 


W ill be de 


progran 


tronic eon puters, magnetic 


memoris and integrated data processing 


equipment and systems. Some 


pres nt 
deseribed 


this 


railroad installations will be 


as will new eleetronie equipment of 


type. 


Handwriting Foundation 


Formation of Handwriting Foundation, 


Inc., a non-profit organization to promote 


& greater interest in handwriting, wis 


King, executive 


the 


Frank L, 
President of 
Frost, chairman of 
Pen Co. 


announced by 
secretary 
Albert G 
Esterbrook 


dation is to 


group is 
the 


Purpose of the foun 


board, 


encourage a 


handwriting by parents, 
ry . 


greater aware 


ness of 


students 
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neenah 


fine 


prestige. 


Phe brilliant blue-white of a fine rag paper by Neenah lend 


Pi al 
_--Strength . 





to your reports, letters, agreements, surveys and important recs 
Neenah papers are tub-sized and air-dried for a more luxurious typing 
surface. Their long cotton fibers withstand repeated handling and 
time. For the finest in boxed typewriter papers, ask your stationer 
for Neenah. 
Neenah is America most con plete line of fine busine paper 
Old Council Tree Bond. . 100% rag 
Success Bond........ 7T5Y rag 
Chieftain Bond......... WY, raz 
Neenah Bond. . 253 rag 
Old Couneil Tres Onisuskin 100% rag 
Success Onionskin...... T5Y, rag 
Neenah Onionskin........ 25% rag 
PWPOMRITER PRPERS 
Finishe bond and rokle 
W eights ubstance 7.9.13.16.20 d 
Sizes—8 g rac x 1338 
enah is also available ream | 


NEENAH PAPER COMPANY - 
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Neenah, Wisconsin 
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rag boxed — papers for 


permanence 
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No. 130 No. 134 No. 100-1 No. 114-1 





E , D Se 1D Standord Executive Desk Secretarial Space 

cuti 4 

xecutive exh cretaria esk smguiion of to. 1003 Sover Desk 
No. 101-1 


E, 1 anenees sh - 


THE JPERBLY DESIGNE 


STANDARD SERIES 


1 


Standard Series Table 


No. 105 





Salesman’s Desk 


4 
° 


100-2 


No. 100-3 
Standard Executive Desk 





Standard Executive Desk 
companion of No. 100-3 


the all. clmevica line No. 112 
} Vi}e } . 
of fice fu eliwve 


® quality @ beauty 





@ design @ value 


Interviewers Desk 


Write for the new Executive Furniture 
Catalog showing the complete line. 
4 


I Preciesty \ ~ 

FURNITURE H X lIK« ‘I fs ] 4 VE 
' COMPANY — 
- ——e FURNITURE CO. 


VIRGINIA STREET ° WICHITA FALLS, TEXAS 
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portance of handwriting in business ! 
rticular regard to legibility for 
ene. nd eco! \ embers! drive 
enlist support of educators an bus 
nessmen The foundation’s  offies are 
it 1426 G St., N.W., Washington 5, D 


Personnel Testing Institute 
The 13th Personnel Testing Institute 
sponsors ah the Personne lestin Lah 


oratory of Rensselaer Polvtechnic Inst 





1-2 The progr n charge f H N 
Chamberlain. director ; en 
s of il t ~ 1 ! x18 n per 
legen . eee rw erences it ep Miss OMAC Seminar of 1955 (Roberta Buf- 
; and personal histor i ie salad: fett) and Miss OMAC Business Show of 1955 
nmidt ~ stit tic 1 hrmiat - f ré 


pus ; (Lorraine Elliott) with A. B, Dick Ill, presi 
bilit and alidity, an personne dent, A. B. Dick Co., Chicago 


ik and devel pment Attendance High at OMAC Show 
Attendance at the 13th annual Bu 
Delmarva Business Show a a Re ee 
Che first annual office equipment sho igement Ass tion of Cy} t the 
to be held by the Delaware-Maryland- Conrad Hilton Hote nears to have set 
\ vil Chapter of Nation (>the Mar i new reeord At th ¢ f } 
yement Assi s scheduled for the Salis or ln if the she ttendur 4 
bury Ar ! Salisbur M April 21 ibout ( ahead of last vea At th 
Details fror toss Powell, Wavne Pur rate i new attendance re ! will b 
(‘o., Mill St., Salisburv, Md established, to break the pre us high of 
10,000 in 195 The inere: nterest ir 


Building Sanitation Show this year’s show was attributed to three 


fact . } new ad mn F ' 
I. Edward Brown. Inc.. 440 Canal St ctor l Ihe y esig! CO 
1 fort ( ' . } 
New Yor | Nill hol a trace sho eonvente ‘ pe i if il 
' econo of the machir Pornitur = 
nd seminar devoted exclusive to eut 
ott quit t bh fat dt 
ting costs ind nereasing ethene ! Cr equi] emmy . A ine 
i 4 \r Crease { ] , ' the 
} 


oe number of bthitar » tha firat tis 
Yorker, April 13-14. There w he over : ; 
} ‘ 4 i! ny ( hihbitor vho ceould ' ‘ a? YT 
( t f sanitary upplre he ( 
; t} } Il t be! ‘ie UNEINO ited I the panded ¢ hibition 
) ( “ A " “ve 7 ’ ¢ I 
} took s ce « } ft les } 
(jJeaning Costs Lahor.’’ Free a SOT rh | m tne . . 
tw made i iilnble to the Hy 
ards eur re obtuine ir iti 
ness s beginning to re ze that the t 
res 
YT aute it n will increas | siuet t 
ind eff ( ith rig ‘ 
. ° > ° 
NRMC Vice President ployee relatior 
| eleetior of A (. Ne i 
i . o . 
+ aeenident of Matiandl Recadls WU Electronic Courses 
igement Coun Vas nounced by Rol Arvid W. Jacobsor ect et 
rt A. Shiff, pre ent Mr. Ne is Computation Lal stor fr W oe 
I harge of west coast erat ‘ t 1841 ('n \ve,, Detroit 1. Mie} 
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CLIPLESS 


PAPER 


NEVER EmPTY —- NO CLIPS TO BUY! 


All you do is punch down 





LANSDALE PRODUCTS CORP. 


BOX 568 LANSDALE, PA 


COIL SPRING STOCK 


Extension and Compression 

9” and 15” Lengths 

240 different sizes 
diameters: .008” to .041” 
diameters: 050” to .275” 


Illustrated price list on request 


© 
ROY B. LEE 

Box 7015, Roseville Station 
Newark 7, N. J. 


SAVE MONEY ON STATIONERY! : 





Wire 
Coil 


LETTER PRESS, Mt. Vernon, Illinois 


HIGHEST 
QUALITY 


PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST... MT. PROSPECT, ILL 











eleetror ( puters business and eng 
neering applications; automatic dats 
processing ; athematical programming 
of management problems; numerical 
thods and advanced programming tech 
niques The one-week courses run from 


June 6 to July 2. Full 


information fron 


Branches’ Envelopes 


m pa 
to be obtained until the annual order 
placed the following May for deliv 
ery in July. If there is less than a 
20% margin, the consumption rate and 


quantity on hand must be checked again. 


In an emergency, small quantities of any 
furnished to 


a district within ten days, but the initial 


ot these envelopes can be 
enough extra en 
velopes to minimize the possibility of a 
district’s supply falling to the reorde 
level before the following May. Unlike 


annual order includes 


certain items that are consumed at 
highly variable rates, the approximate 
quantities of envelopes which will he 


used are not difficult to predict. 
All home othiee 


velopes, all 


handling of these en 
requirements tor 
supply department and all 


storage 
space in the 
shipping eliminated. 
We are availing ourselves of the 
break at the 100M level on each en 
On the other hand, our district 
offices must stock larger quantities than 
they have in the a minor problem, 
since the cartons are readily stacked in 
a minimum of floorspace 


COSTS, have been 


price 
velope. 
past 
Any incon 
by having to store 


fact that the 
need be 


venience Occasione d 


the cartons is offset by the 


districts no longer concerned 


with requisitioning 


supply 


enve lopes from. the 


department and handling each 


shipment as it comes in. The relocating 


of an office soon after the annual en 
velope supply has been received would 
involve wasting (or overprinting) most 
ot the year’s supply. Since we can 
generally anticipate such moves six 
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NOW with Self- y 
Adjusting Poper Feed 44 
—Keeps tape aligned 

ot all times! 













fee 210 o, KiB 8 haadire foo 81/580 BMY fan tltogy 92 d8 RI id Beat! 


ry ye rf rY e 7, (« A} i j oe fie tat 
ahs, ae WAL i i Mi) twa ATR E Ie NNN 


and here’s why: Sensational! That's the only word to describe the all- 
© models with or without direct new REGNA Adding Machine! Streamlined as the 


alee analiahte newest cars. . . $0 low in cost it’s a dream-come-true 
revolutionary years-chead styling for small business owners. Lets many firms cut ex- 
Swodich sec! essombly . . « penses and increase production by supplying a 
Swiss precision counters machine to every department, to every desk where 
fully automatic safety keyboard adding is done. It took REGNA engineers years to 
ciphers printed automatically develop an adding machine of such supreme quolity 
signals for subtroct, multiply at such a remarkably low price. It will take your 
edtateh nehaaea ‘prieted customers only minutes to realize that the new 
. . REGNA is their ‘best adding machine buy’’! 
correction key clears entire keyboard 
lifetime handle construction 
scientifically designed moulded keys 
trouble-free performance . . . l 
minimum maintenanc Gentlemen 


mmm Please send more information on the new Regna Adding Machine and oviline 





~ 





REGNA CASH REGISTERS, INC, 
175 Fifth Avenue 
New York 10, N. Y. 





| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
I 
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edvontoges of becoming o Begne Decier 
Nome 
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iA City lone Stote 
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No. | in AMERICA 





Gx COIN CHANGER 





onan, 


Here’s the famous MP ‘ 
Junior semi-automatic 
coin changer. Built for > 
fast, accurate and effi- 
cient operation, this 
sturdy machine is 
used by thousands 

of banks, savings 
and loan com- 

panies, etc., from 

coastto coast. 

Small and light- 

weight, the MP 

Junior features the ex- 
clusive storage box and top tray —both 
easily removable. $63.00 plus tax. Other 
models starting at $11.95. 











“An extra Desk” 








Made of sturdy 
aluminum, the 
File Shelf makes 
an “extra desk” 
on any filing 
cabinet drawer 
The BOSS and 
stenographers 
find it ideal for 
checking corre- 
spondence, making notes, filing, ete. 
Saves time...saves space. Approved 
by office managers throughout America. 
Only $7.95. One of many aluminum of- 
fice specialties. 





For information on complete line, write today! 





METAL PRODUCTS ENGINEERING, INC. 


4000 Long Beach Ave., Los Angeles 58, Calif. 





NAME 
FIRM 
ADDRESS 


CITY STATE 


months or more in advance, reduced 


quantities may be ordered for any dis 
trict tor 


during the lat 
calendar 


which a move 


ter half ot the year 18 con 


templated. Our envelope supply sys 
tem has been enthusiastically received 
bY branch office pe rsonnel as well as 


by those 
We have achieved more efficiency than 
previously and are realizing substan 
This same proce 
printed 


concerned in the home office. 


tial dollar savings 
dure might be applied to any 


form used by branch offices. 





Inside Phone Systems 


f / 
from page 


mounted on the side), on walls, in 


within cabinets as desired 


alcoves or 
Tl lephone ~ are hivhter I 
more maneuverable and have a 


generally 
weight, 
lower! 


average cost Mt course tele 


phones olfer the privacy ol person to 


person conversation which creates 1 


disturbance to others 

Increasing |y Important, too, is the 
code calling service, 
sound, or both, summoning a 


party by cod 


a system ol signals 
in lights, 
instead of by name trom 
This 


repetition of a name ove! 


any inside telephone eliminates 


the boresome 


a loudspeaker and can be used to sum 





The Wheelock Code Call, made by Signal 
Engineering & Mfg. Co., allows signaling per- 


sonne! who are not near a phone 
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mon a# Worke!l ne is in Oe 
or plant, seeretly and quickly Le 
merely picks up the nearest inside tele 
phone, 


wherever 


dials the answer number and is 


connected with the party calling hum. 


olhee, the 
especially 
noted in the case of a 


For the modern Te le phior ‘ 
conterence has 


able. As we 


controller, 


become Vail 


results in 


decisions and 


such a conterence 
group 
companies to speed then 


immediate helps 


entire 


many 
management operations. 


Key calling and executive direct line 


telephone closely related 


With key 


service are 
calling, the 


executive can eall 


those inside telephone stations most 
frequently contacted, without dialing, 
by simply depressing a key in a small 
cabinet located near his phone. As one 


ot these kevs 1s depressed, it ring’s thy 


called telephone and sounds a_ buzzer 
(inside the cabinet) that stops when 
the called party answers and is ready 
to reply. It the called party’s telephone 


is busy, a background tone, easily aud 
ible but not interfering 
tells him he is wanted by a 
When he hangs up, 
his telephone is immediately 
and connected to the key calling line. 
The executive direct line has all the 
features of key calling but, in addition, 
the service permits the executive to use 
either his inside telephone or an attrac 


with his con 
versation, 
key call station. 
signalled 


tive desk model speaker-and-micro 
phone unit. 

The emergency alarm service used 
for fire and air raid drill can be oper 


ated from an inside telephone, similarly 
to code ealling. It obviates need for a 
separate emergency or fire alarm sys 
tem for the office and offers instant 


communication. One number, arranged 


solely for operation of the system, 
when dialed rings a bell at a wateh 
man’s or fire marshal’s desk. The latter 
can then be told the nature and loca 


tion of the emergency before he sounds 


the general alarm. He may even decide 
simply to call the office manager, rather 
than sound an alarm. The office man 


ager can then act to make sure that 
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So that's how you do it 
—with AW.FABER 


ERASERSTIK! 
Ee) 


The neatest trick a new 
Typist or Secretary can 
learn is the EraserStik 
habit. 

You'll save yourself 
many bad moments of 
criticism if you make your 
erasures with EraserStik— 
clean and quick, without 
a ghost showing. 

This white-polished 
beauty is encased in wood 
and shaped like a pencil. 
Easily sharpened by pen- 
knife or mechanical sharp- 
ener. With and without 
brush. 

You'll turn out cleaner 
letters and win executive 
approval if you use Eraser- 
Stik. Get some today. 


*For best performance 
expose rubber point 


about 3/16”. 





0.S.Aa.7099 


~C 


=)v.s.a.7099B 





ERSTIK 
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A.W.FABER-CASTELL 


} 


PENCIL CO., INC. NEWARK 3. N. J 














Like \ 
Romeo 
goes with Juliet... 


go with 






CARBONS 


You need 
WRITE - MASTER 
Ribbons to give 
you clean, crisp, 
executive - look - 
ing letters. Made 
of fine woven, 
exceptionally 
soft cloth, 
WRITE - MASTER 
produces beau- 
tiful impres- 
sions. Lasts 
longer, too, be- 
cause each ribbon is two full yards longer 
than ordinary ribbons, 


You need WritE-MasTeR Carbons for 
clear, sharp, permanent copies. You will 
appreciate their cleanliness and ease-of- 
handling. 


Be happy. Go modern. Buy WRiTE-MASTER. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 


28 Peerless Place, Newark 5, New Jersey 
N.Y. Office : 13, 110 Franklin St. * Chicago 2, 179 W. Weshington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 








}@ comparison ol 


| value as a 


personnel make their way in an order 
ly fashion to the exits. 

Other auxiliary services are the auto 
information announcer and the 
public address cut-in. The former pro 
vides for simple voice recording of any 
then the automatic repetition 
of that message to any person dialing 
the proper number. Firms this 
service to give employees all necessary 
daily information. Employees merely 
dial the information number as soon as 
they arrive at work or they may hear 
the any other 
venient This service has been the 
the “bulletin prob- 
for these firms. The news is al 
fresh. Time is saved from writing 
and posting news items, especially if a 
number of bulletin must be 
attended daily in large companies. 


matic 


<SA0e 
message, 


use 


announcements at con 
time. 
solution to board 
lem” 


Ways 
boards 


The public address cut-in extends the 
an existing public ad 
dress system, permitting executives o1 
others to the loud 
speakers from any inside telephone. It 
not provide for a reply directly 
into the loudspeakers as in the paging 
telephone. The reply is made by dial 
ing the executive’s telephone number. 


convenience of 


broadcast over 


does 


Automatic Electric Co. engineers ex 
haustively study the communication 
problems of each company before mak 
ing their recommendations. Their study 
includes a thorough survey of the com 
needs of that organization, 
present and future 
telephone requirements, and an ap 
praisal of operational savings all down 
the line. Ineluded in the resulting pro 
posal may be certain of the auxiliary 


munication 


services which are peculiarly adaptable 
to the firm’s operations. Every effort is 
discourage extra, 
equipment which either gives no appre 
ciable the prospective 
user, or 1s too costly in relation to its 


made to unnecessary 


advantage to 


service. 

Back in 1941, Revere Copper & Brass 
Co. had a serious communications prob 
lem. The company switehboard was 


continuously swamped, decisions were 


fue Ovrice—April, 1955 














SAVE TIME - MONEY 
Use Atlas 


Complete Vertical Filing Systems 
; for 


© NEGATIVES 

© OFFSET PLATES 
© STENCILS 

© X-RAYS 

© ART WORK 

© SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete informa- 
tion on Atlas Files 
and Patented 


NEGA-PLATE HANGER Hangers. 
ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 
Cleveland 10, Ohio 











e FOR QUICK 
SALES 
. - BIG 
FIT 


ROFITS 
VWI (\ { uvoen. -COUNTER 
CASH DRAWERS 

4 MODELS MEET 
ALL NEEDS 


Model R-1 illus.) 
Has removable 
metal money 
tray with lock- 
on lid 

List $44.50 
3 additional 
models $26.50 
ond up 

NO STOCK 
FULL DEALER DISCOUNT. 
PRODUCT AVAILABLE. 

A high quality product of Indiana hardwoods - 








TO CARRY. 24 HOUR SHIPMENTS. 
NO COMPARABLE 


smooth finish inside and out. Quiet roller mechanism 


— warning gong rings when drower opens 
grode disc tumbler lock. 
Write for Details 


INDIANA CASH DRAWER CO. 
Ind 


High 





P.O. Box 236-B ® Shelbyville, 


Tue Orrice—April, 1955 











WHEN THE ORDERS POUR IN... 
CAN YOU GET THEM OUT? 


There's big business ahead and with the 
of good office help many office 

snowed under. Do you know the new 
techniques that enable fewer 


volume? Learn all about 


scarcity 
getting 
equipment and 
people to handle more 
them at the 


NATIONAL BUSINESS SHOW 


OCT. 24th THRU 28th, 1955 1-10 PM DAILY 


RUDOLPH LANG, Managing Dire 
33 West 42nd Street * New York 












No more clumsy 
rubber fingers or 
messy sponges 

Easy to apply, SorTKWwik 
creates a greaseless, stain- 
less, tacky film permitting 
handling more papers much 


apply between 


fingers and thumb . faster 
a Widely used by banks 
2 insurance companies and 
businesses throughout the 


ee country 
Order a supply from your 


rub in to create 
stationer or send for 


tacky film 
(Ke FREE 
sort, collote, SAMPLE 
count, file on business letterhead 


Average 4 months 
supply 


ae Oc. 


LEE PRODUCTS CO. 


yndale Ave %$ 







Minneepolis, Minn 
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© 
Hle wants to know where he can get a 


RITE-LINE COPYHOLDER } [apie tora refill for his ball point pen!” 


WITH THE NEW TELESCOPIC EYEGUIDE e REDUCES INVENTORY 


Accommodates all widths of copy from a e INCREASES SALES 
and PROFITS 


Fits Most Ball Point 


Pens! 
AS ADVERTISED in 


Order from YOUR STATIONER 


Monviectured by The FISHER PEN COMPANY 





ORL LLL LL LL OOO 





machine tape to 20 inches. Price, including 
the new Telescopic Eyegquide $1775 

TAX EXTRA 
FREE TRIAL OFFER. Write, osking us to send you 


o RITE-LINE Cop yh« der with the understonding y 








moy return it without chorge within ten doys 


4209 39th Street, N.W 
RITE-LINE CORP. Washington 16) 0.C 
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é _ REBUILT & 
ames SELECT ROUGH 


ayy. 
(yj; OFFICE MACHINES 
PAYC p+ cage LOW PRICES - HIGHEST QUALITY 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 








A Hundreds always available 
. from our huge stocks. Write 


today for price list. Also 


\ 


Paycheck Outlook Envelopes are absolutely 





cnumnn. aueniial shen Gaines ane Gad. be dash CALCULATORS addressing and duplicating 
Nothing shows but the employee's name. This im ’ rp equipment. 

proves personne! relations . : A 

Send us check you now use and we will submit } Cable address: ADDBOOKAL 
sample Paycheck “Outlook” Envelope and prices BOOKKEEPING 

based on your estimated yearly requirements MACHINES INTERNATIONAL 
OFFICE APPLIANCES, INC. 





OUTLOOK ENVELOPE CO., fst. 1902 S 


Originators of “Outiook” Envelope: 
Ww West ’ 


326 BROADWAY NEW YORK 7, N.Y 
HAnover 2-6700 





TYPEWRITERS 
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delaved, and executives and employees 


alike found themselves snarled up try 
ng to get things done. Cohesiveness 
and smooth operation het weet depart 
ments was lacking. J | Muldoon, 


Revere’s New Bedford 
realized the extent of the 
problem and summoned their staff en 


treasurer ol 
Division, 


gineers to investigate private inside 
telephone systems. 

The initial installation was a system 
with a maximum provision for 50 tel 
phones. It served well until New Bed 
ford’s steady growth called for a 
greater number otf telephones. A 100 


line 


system was installed in 1948, of 
which 97 lines are in use, each co) 
nected to one another through the auto 
matic control unit A recent note trom 
the company tells us that in one par 
ticular day 1,062 calls were made over 
the system Mr. Muldoon himself has 
said: “With urgent calls coming in 


trom all over the country, I have to 
gather tacts quickly. Without 

Id be lost.” 
Another factor true here 
vy thousands of throughout the 
that, the 
tion of inside and outside ealls by the 
two 


my NH 
side té lephone 5 
and affirmed 
! 


users 


country 1s because ot separa 


systems, outside service is vastly 
improved. Not only is the switchboard 
jam ended but the telephone operator’s 
job is less burdensome and her fatigue 
is reduced. Many report 
that turnover ot operator pe rsonnal has 


reduced or eliminated entirely 


COTM pales 


heen 

Your telephone service is the vital 
link every the 
and every phase of operations. It prob 
ably functions well right 
improved. The authority to 
make innovations is entirely yours. You 
need no approval trom your telephone 
establish a dual 


between part ol] othee 


now, vet it 


Can be 


company to system 


The advantages of greater efficiency 
day after day, with attendant savings 


gained from such a move on your part, 
| 


are well worth consideration. The mod 
ern inside telephone system purchased 
aS a busine SS ma hine ean make n hig 


difference in any offices 
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] Numbering Machine 
(} Jobs go Faster... 






FORCE 
150 


Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog ‘‘How to Select a 
Numbering Machine.” 


Specify FORCE for the Finest 








WM. A. FORCE 


QIiO NICHOLS AVENUE, BROOKLYN @ 





ROBOTYPER @& 


CONNECTED TO ANY 
ELECTRIC TYPEWRITER 


produces individually 
typed letters auto 
matically 


Write for informetion 


Some areas open fc 
representation 
ROBOTYPER 
125 E. Aller 





CORPORATION 


, 
i 


Street ° Hende« 





6 NEW. 


“* of the Industry 





Bankers Box President 


Folger 


oO has been 


tationery & 


Bates Executive Vice President 
Clarence kdwin 


Williams 


pron oted 


been 


wit 
cw 


Clarence Edwin 
Williams 


rank « Ae jg. He 


the finance cor 


and was 
with the 


Chest of the ranges ana Maple wood 
is a member of the board of directors 


the Bureau of Family Service. 


Heads Thomas Collators 


George W. Oliver 


manager and in 

ice president and 
Thomas Collators dis 
collating equipment 
national be ‘ The coast-to-coast 
network of 155 
outlets. Mr. Oliver is 
sident of the New 
Manage 


operation consist 4 


past pre 
National Office 


York 


ment 


nhapter of 


Assn 


Codo General Manager 

The board of lirectors of the Codo 
Mtg. ¢ orp innouneced 
Thomas W. Lenz as vice 
manag Mr. 


of training and experi 


appointment of 
president and 
general Lenz has had a 
! or to his graduation fron 
n 1948, he demonstrated interest 
arbon paper and ribbon business 
nployee of Codo. He began full 
Pittsburgh 
transferred to the 


Tactory 


n the re office 


general of 
at Coraopolis, Pa., for 
training in all 


extensive 


phases of the 


firm’s operation. Previous to his present 


appointment, Mr. Lenz carried out the 


luties of purchasing agent and assistant 


plant superintendent. His promotion is 
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*ACCO-bound Papers are SAFE Papers” 














The ACCO Unit System of Filing 


—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
234” centers, is 
filed with the 
established file 
unit for “custo- 
mer” or “subject” 
and stays in file 
indefinitely, a 
secure ACCO.- 


bound unit. 


When reference is required the 
bound unit is drawn from file with 
assurance that all related papers 
are together, in proper sequence, 
and protected 
from loss or mis- 
placement in the 
reference and 
handling that 
may follow be- 
fore the file is re- 
turned to its 


drawer or cabinet. 


Basic Accessories to ACCO Unit Bindin g: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 — 31/4” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 
No. 10 — 234"centers (1/,”) 


ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 
ACCO PRODUCTS Incorporated, OGDENSBURG, N. Y. 
in Canada: ACCO CANADIAN CO. LIMITED, Toronto 
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recognition of his value to the company. 


His present duties and responsibilities 


will be varied @) 


correlated with his 


perience in the sales and production « 


partment 


Forms Institute Meets 


The annual meet 
ing of the Business 
Forms Institute was 
held in New York, 
Feb, 10-11. The fol 
lowing officers were 


Wm. N, 


American 


re eleeted: 
Ryan, 

Register Co., 308 
ton, president; R. 8 
Daugherty, Shelby 
Salesbook Co., Shel- 


bv, Ohio, Ist vice president; z; Tay 


W. N. Ryan 


lor, Sehwabacher-Frey Co., San Fran 
Meloney 


secret: 


eiseo, 2nd vice president; H. M. 


Greenwich, Conn., executive 


Various productivity surveys were dis 


cussed and inauguration of a new one 
to be 
announeed, 

Mr. H. V. Lauer, Head of 
Application Department, and Mr. ©. O. 
Head of Products De 
National Register 
Company, discussed the NCR Carbonless 


undertaken during the vear, was 


Re search 


Harris, Special 
partment, of Cash 


’aper. 


Brewster Buys American 


Ribbon 
Roch 


whict 


American 
& Carbon ('o., 
ester, N. \ 


was founded in 1S9S 


and is one of the 
oldest inked ribbons 
and earbon paper 
companies in Amer 
fa, Was 
hy Kk. B Brewster 
Mr. Bre er 1s 
president of Roch 
Ribbon « Carbon Co, and Labelor 
Tape Co., both of 20 Greenleaf St., Roch 
New management will consist of 


Mr. Brewster, 


purchased 


E. B. Brewster 
ester 


ester. 


president and treasurer, 
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Gardner J ule, viee 
charge of sales, and Mrs, Lillis Damor 

Americ: Ribbon & 
William Dechau 


prod j managed Mr 


president in 
former president of 
Carbon Co., and 
former 
nd Mr 
Rochest 


Dech eat present asso 
bhon & Cnr 
inager al 

Crip ty 

founded Rochester Ribbon 

in 1927 and sold control o 

in 1946 to Mr. Brewster 

Labelon 


Management 


formed rape 
planne 
ing facilities 


eompanies W 


entities 


Directs Royal McBee Exports 


I) B St eek Ae A 
ee 

president, Ro. 

MeBee 


al, has ma 


Interna 


appointments to 
sist him in direct 


ng the 


- 


operations 
of this new and in 
division of 
Roval MeBee Corp 
Ja Hussey, for 


portant 


J. C. Hussey 
merly overseas sales 

takes over the 

Hussey 


foreign department 192 


nanager, 


oft exports. Mr. 


voted his entire enreer 
national fame to Roval. 


sition, he will be responsibl 


rett for general supervision 
ters administrative snetiviti 
sales, This will 

| 


administrating overall plar 


include de 


and eoordinat ng then “ 
side the compan to assure 
of Royal McBee « 


Ke rveni, 


xports 
Joseph | Torre 
manager at Portland, Me WAS Appo 
sales manager for Royal’s Leiden, 
and, subsidiary. 

merly financial statements super 


the controller’s staff, takes over ‘ 


duties of account manager for Royal Me 














A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is a method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous Operation in sizes not over 
81,” wide and 141,” long. 


In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 
utors and printers who should 
write on their letterhead for the 
new 1955 simplified 24-page 
priced catalog, “At Your Service.” 


We also manufacture forms 
on N.C.R. paper. 


MODERN 


BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 
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3ee International. Thomas F. Hart, for- 
merly correspondent in the sales depart- 
ment, was appointed staff assistant to 
Mr. Starrett. 


Copease Acquires Patent 

Copease Mfg. Co., Inc., an affiliate of 
Copease Corp., 
photocopy patent license of Dr. Walter 
kK. Eisbein of Develop, K. G., Stuttgart, 


Germany (U. 8S. Pat. No. 2,657,618) and 


has acquired the U. 38. 


Remington Rand, Ine., has been licensed 
to manufacture and sell photocopy ma 
‘*Plans are 


chines under this patent. 


underway to license other companies who 


have entered the photocopy field since 


the initial introduction of Copease photo 
copy machines some years ago,’’ Charles 


E. Hallenborg, 


nounced, 


Copease preside nt, an 
Copease Mfg. Co. will manu 
facture here machines previously made 


for Copease under original patents in 


Germany ; 


Joins Western Mfg. Co. 

Western Mfg. Co., 
Aurora, Ill., have 
acquired the serv 
ices of J. G. Whit 
rock, who will as 
sume the responsi 
bilities of assistant 
to . &. 
president and sales 
manager. Mr. Whit 
rock for the past 





Sentson, 


representative and assistant sales mana 


J. GS. Whitrock 


four years was sales 


ger with Universal Steel Co. in Chicago 
Prior to this, he served Prentiss-Wabens 
Products Co., Rapids, W isc 


as purchasing agent for three years. 


Wisconsin 


Marchant Promotes Koepenick 


Ward J. 
from district manager at Houston to d 


Koepenick has been advanced 


visional sales manager in the nationa 
Marchant Caleu 
lators, Inc., according to Edgar B. Jessup, 


“The 


sales headquarters of 


president. appointment of Mr 
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Home office sales tear 


i. of Friden Calculating 




















Koepenick is in line with an active pro 
gram of further strengthening the com- 
pany’s sales organization under the di 
rection of Wesley E. Jenkins, national 
stated Mr. Jessup. ‘‘ He 
with this promotion in 
consistently 


sales manager,’’ 
rewarded 


recognition of 


was 
outstanding 
sules administrative 


and performance 


throughout his years with Marchant 


Eastern’s Planning Group 
Harold 


( Orp., 


Holden, president of Eastern 
the 
Charles Sabel, merchandising consultant 


as head of their 


announced appointment of 


new forward planning 


group. Continuous studies are to be 
made by this de partn ent to learn what 
the consumers’ future needs will be in 
the fine paper field. These findings w 


serve as a guide for Eastern’s extensive 
laboratory operations, The resultant pro 
grams will be integrated with the act 

ties of the manufacturing and sales divi 
Kastern’s drive for 


sions to implement 


increased sales. 


Diazo-Blueprint Organization 


The National Assn. of Blueprint & D 
azotype Coaters has been formed by ¢ 


firms which make sensitized materia 
Incorporated in Illinois, the association 
headquarters are at 1001 Connecticut 
Ave., N.W., Washington 6, D. C Pre 
dent is Joe W. Coffman, president, Te 
nifax Corp., Holyoke, Mass. Vice pres 
dent is T. J. Kizer, president, Reprodu 
tion Products Co., Detroit. A. J. Busch 


Charles Bruning Co., Detroit, is treasur 


Preston B Sergin is executive ecretar 


Ditto Sales Awards 


For outstanding sales achievement 
ing 1954, Ditto, Ine., made eight maj 
awards. Ditto’s Kansas City offices 
ceived the President’s Cup, awarded at 


nually to the leader in quota perfor: 


ance among the company ’ te 
branches, ranked according to d ir 

ume, The entire Kansas Cit stat 
headed by Louis A, Amato, amassed t 


CASH IN ON FAST-SELLING 


INSTRUCTO BOARDS 





MAGNETIC 
CHALK BOARD 


A bulletin board AND a chalk board! Write on 
no-glare, metal surface. Magnets hold memos 
etc. Retails at $5.50 (18’’x28'’) with 6 magnets 
magnetic eraser and chalk holder, mounting 
hardware; $7.50 (24''x36 with & magnets, 
above equipment 





MANUFACTURING CO 


FRAMED IN NATURAL OAK 










CORK BOARD 
Self-sealing, cork-faced bulletin boa Reta 
at $3.50 (18'’x2# $4.50 ' ( 
| with mounting hardware 
PEG BOARD 
For workshop, kitchen, playro« r ( 
' of perforated hardboard. Retails ac $4. 7¢ 
| with 16 metal hanger $5.00 j ( 
hangers. Complete with mounting har 
CHALK BOARD 
Smooth, metal writing tface. Eq witt 
chalk uray, eraser, box of chalk. Reta ut $ ( 
| 18'’x28 $5.00 (24''x%¢ Complete witt 


mounting hardware 


ALL BOARDS INDIVIDUALLY BOXED—AVAILABLE IN STANDARD SIZE (18”x28”) AND LARGE SIZE (24x36) 
USUAL DEALER DISCOUNTS—SAMPLE OF ANY STANDARD SIZE BOARD SENT POSTPAID ON MEMO INVOICE 


wy. Yeod fe), jay .' 


26 S. 42nd Street, 


Phila. 4, Penna. 
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eecinan: Fred Snell Tos Angeles. western 























Home office sales tear 
of Friden Calculatiné 
Machine Co. with Larr 
B. Taylor (seated), vic 
president: C. L. Haig 
executive sales assist 
ant; R. C. Lindgren 
Computyper Div 
manager; Norman §& 
Jones, publicity mans 
ger; Russ Ketchum 
general service man 
ger; Jack H Lun 
sales promotion man 
ger; R. C. Gleichmar 
educational researc 
manager Georg 
Beeken, advertisin 








manager 
highest pereent of quota for the veur n salesman in the Phila lelphia ollice, wa 
this classification. The New Orleans of named Ditto Svstems Salesman of th 
fice, under B. k. Wassom, won the Charles Year. Robert H. Freeman, of the De 
A. Bergsten Cup, presented annually to troit office, was Rookie Systems Salesma 
the leader among all company ofhees of the Year. as well as Systems Salesma 
throughout the U. S. and Canada for the of the Year for the east central region 
highest percent of quota and best all Four salesmen were named Systems Sales 
around sales and customer service per men of the Year for their regions: Frec 
formance, For outstanding individual Church, Memphis, southern region; Rob 
sales achievement, James E. Gibbons. ert Serivano, Milwaukee, west centra 
4 - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - P 
a = o 
ad m 
Fe > 
tke 
= a a 
) wv 
< ~ 
« For INDEPENDENT Dealers : 
a ro) 
° (Liberal Open Account Terms) > 
“ rc 





“/4e FEDERAL CASH REGISTER C0. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


A R MA \ ||. Papers and 
eecccece Envelopes eeeeeee 


To save you money on postage 


lightweight — strong 
write for Free samples—Dept. 0 


The Lafayette Company Suppliers of airmail stationery for 


120 Greenwich Street, New York 6, N. Y. over 34 years 
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TVNf OAQCPAalitinh asaner ranien large organizations at hoth the national 


region; Fred Snell, Los Angeles, western 
region; William Weir, London, Ont., Ca 
nadian region 


Public Relations Manager 


A full-time public relations department 


has been established by Harris-Seybold 
Co., Cleveland, with Frederie W. Baker 
as manager, according to George 
Dively, chairman and _ president. Mr. 


Baker, 


is now in charge of coordinating, develop 


previously advertising manager, 


ing and promoting the company’s overall 
Mr. 


growing 


Dively 


public 
said that 


relations program. 


Harris-Seybold’ vol 


ume of business and its forward growth 
program have increased the need for 
greater coordination of customer, public, 
stockholder and emplovee relations pro 
grams 

National Account Dept. 

Formation of a national account de 
part nt » coordinate sales and process 
Service to finn _ W th omces in sey ¢ ral 
state i announced by Mathe Dick 
Jr., ce president-sales, A. B, Dick Co, 


assistant to the 


heads the depart 


formerly 


Rav B. Allen, 


general manager, | 
ment, which will have representatives 
working throughout the yuntry et 
lelegating responsibility for these 


ounts to a central lepartment, 


able to impro service Lo 





Robert E. Padfield and Walter 
Cleveland, had 
copying machine demonstrated for 
Minnesota 
Mining & Mfg. Co., during the OMAC Show in 
Chicago. Clarence Fleury will distribute the Secre 
tary in his area 


Clarence Fleury 
Williams of Williams & Fleury Co., 
the Secretary 
them by H. P. Buetow (left), president 
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Th's SHARP 















your office forms 


SHARPER, CLEANER, 
MORE PROFESSIONAL 
CANODE PREMIUM 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
© Mimimum penetration 
@ Minimum offset 
®@ Eliminates cylinder and pad clogging 
® For open or closed cylinders in any 
climate 
@ Will not destroy stencils 
In 1-lb. and ‘/2-lb. cans 
Write today for name of your nearest dealer 


INK SPECIALTIES CO., INC. 
519 N. Halsted St © Chicago 272, Ill 




















IYPE ULEANING MADE EASIER 


with the amazing ¥$ 


qd 







Typists ond business 
machine operators want 
"Norte Plastic Type Cleoner 
W's easy to vee — 10 mens 
no liquids to spill * Marking Devices, ete 
*“NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free tomple sent upon request write to 


NORTA DISTRIBUTING COMPANY 





PROBLEMS 


3 PHONE ‘soiver-— 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 


Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 





1165 Broadway, New York 1, N. Y.——— 














PRINTERS — 5 — AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 
Lading —- Purchase Orders —- Voucher Checks 
Repli Memos Salesmen's Contact Reports 
ready for imprinting. 


For complete information, write wire, or phone 


139 Howell Street, Dallas. Phone Riverside 5816. 


ROGERSNAPp 
BUSINESS FORMS 


Oy itheln Preusicke 


or ) , or y) 























both the national 
Dick said. Uni 


handling will be 


large organizations at 
and local Jevel,’’ Mr. 
form assured all 
branches and plants of national accounts, 
et the 


of dealing directly 


} 


firms will retain all advantages 


with Joeal distribu 


tors 


GBC Promotes Newman 
Roy W. Newman 


vice president and treasurer of 


has been promoted to 
General 
sinding Corp. and its William 
N. Lane, announced, As chief 
accountant of GBC. Mr. Newman has 


ffiliates, 


president, 


been in charge of the financial opera 
tions involved in converting the com 
pany’s sales organization from a dis 


tributor to a branch 
within the 


The company has three 


manager systen 


Lane said. 


past vear, Mr. 


subsidiaries in 


Chicago, as well as branches organized 
is Separate corporations throughout the 
I S.,. Canada and Switzerland. 


Speed-Klect Sales Manager 
Diddic Glaser, Ine 
akers of the 


emporia, Kans., 


1 


Speed-Kleet automatic col 


lator, have appointed Harry Higgins as 
director of sales. Mr. Higgins was for 
merly branch anager for Old Town 
Corp. in St. Louis 


Nepeo Expands Scholarships 


The financial plight of Wisconsin edu 
cational institutions has heen recog 
nized through a new development in 


Nepeo Foundation scholarship awards. 
This vear, in addition to the $500 awards 
to be granted to each of four qualified 


cants, the plan provides for a cost 
alent to 
the tuition but not to exceed $500 a vear. 


to go to the Wisconsin 


appl 


of education supplement equis 


college or un 


versity selected by scholarship winners. 


The grant will continue as long as the 


scholarship winner is eligible under the 


plan and : n attendance at the school 


selected. This raises the yearly value of 


the individual s holarship to a maximum 


of $1000. Since awards are renewable 


yearly for up to three additional years, 
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3 PopuLar LABELING PRODUCTS 


~— PERMA-STIK, the self-adhesive tube or strip-like 

label holder that is now open on three sides for 

greater utility. It will hold a card many times 

its own width. Very easy to use 

FOR BINS AND SHELVES—Available in three sizes 

PS-'/o V2'x6"” bo per ft. PS-34 34x6” 35c per ft 
1''x 6° 40c per ft. 











FOR RING BINDERS 
Smooth finished, durable metal construction 


celluloid window protects and keeps tabel clean 

Neat uniform appearance—lasts indefinitely 

$0-1! for 1” Ring Books 25¢ each 
for i'2" Ring Books 30¢ $0.2 for 2” Ring Books 35¢ 











$0-1'4 


SLIP-ON LABEL HOLDERS | 


FOR POST BINDERS 
There is a Vinyl Plastic Label Holder for every type 
of open back binder. Will not warp or curl-—-made to 
Slip-On _ size post 

















PBS—!/."" x 2'/, $0.20 each 
PBM—I"" x 2//," ... .25 each 
PBL—2" x 2 30 each 
OFFICE PRODUCTS, INC. 

9920 Freeland Ave. Detroit 27, Michigan 


West Coast Distributor: Arch K. Ansty 
171 2nd St., San Francisco 5 














Mistakes You Can Forget About! 


The better and faster you can correct 
mistakes, the sooner you can forget about 
them! You don’t do this with inefficient 
erasers: Girls take more time to correct 
typing and shorthand errors, to remove 
originals and carbons: from machines: 
often have to do work over. 

By contrast you SAVE with Weldon 
Roberts Erasers. Exactly suited 
shapes and textures for your re- 
quirements, calm stenos’ jitters. 


whisk away errors quickly, cleanly, ASK YOUR DEALER. 
WELDON ROBERTS RUBBER CO., 365 Sixth Ave.. Newark 7. \J 


World’s Foremost Eraser Specialists 





JET ERASER. Convenient, cylindri 
cal stick eraser in attractive, trans t 

parent holder. Tip unscrews +0 Waldon Rofents 
eraser can be moved outward, Pocket 

clip style: No, 825, red rubber, for j Enon 

pencil erasing; No. 827, gray rubber, b 
for erasing ink and typewriting. { Correct Mistakes in Any Language 


Whisk Brush style for typists: No ‘ Jt 
8250 (red) and No. 8270 (gray). ar 


“Shad 
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TYPEWRITERS 
ALL _— 


BOTTOM LINE CARD. HOLDER 





REGALRITE BRAND : ontrolled Front Feed Stop + 
RIBBONS AND CARBONS Gives Precision Alana ' 


THE UTMOST IN QUALITY FOR FAST, ACCURATE TYPING 
THE LOWEST IN PRICES OF BOTTOM LINE INDEX 
Proven—Best by Test—Rest for Less ON ALL VISIBLE CARDS 
© 


10 Card Sizes — $1.85 to $2.30 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y 





Ask Your Visible Systems Sapper 
or write to PALSON MFG. CO 
260 Main St., Worcester &, Mass. 








AUTOCOPY 


Cleansing Cream JA. H | N RICH 


Hectograph, mimeo and dupli- 


cator ink stains removed in 30 | 
seconds! Pleasant, effec- \ 
tive! Kind to hands; won't 
injure nail polish. Avail- 
eee | HAMBURG 11 
jars, | ib. cans or jars. 
Dealers write for com- 


plete catalog! Y(W estab 5 
AUTOCOPY, INCORPORATED GERMANY (WesternZone)establ.190 


12150 South Peoria St., Chica 43, IUlinois a 


150 West 26th Street, New York 1, N. Y. ° | PARTS RTS am ia 
SAMPLE of AUTOCOPY CLEANSING | 

















CREAM will be sent to you FREE PLATENS : 
OF CHARGE—Just fill out Infor. TOOLS ; my: 
cxm soci ACCESSORIES [IE 
ioe er for all office machines 
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ndividual high as 
$2000 for the student 


b2000 for the s« hool. 


value 


may run “as 


and an additional 


7 a 


New Victor Branches 


announced 


Machine Co 
branch 


Victor Adding 


the opening of a new office in 


a wee eww 


Richmond, Va., and an ageney 
Salt Lake City. Both will 


sales and service facilities for 


operat ion 


prov ide 


the company’s adding machine and cash 
Vietor has converted the 
Atlanta 


sirming 


register lines. 
Durrett Typewriter E 
Alabama 
ham, to direct 
This brings the 
‘< These 


Vice 


xchange in 
and Typewriter Co., 
factory 
total 
stated A. F. 


all part of 


branch operations. 
number to 35, 
Bakewell, 

Victor’s 


moves,’’ 
president, ‘‘are 
current diversification program, Not only 
do overall plans call for the introduction 
of new products under the Victor name 
but also for the development of distri 
facilities.’’ In Allen 


Sudings r has charge. 


bution Richmond, 


been placed in 
Clyde Checketts is manager of the Salt 
Lake City operation. Everett Mueller 
and William were assigned to 
the Birmingham Atlanta 


managers, 


Usinger 
and operations 


respectively as branch 
Joins Poly-Graphie Co. 


Robert C. MeCahe has 
Graphic Dupl ecator Co., Philadelphia, as 


joined Poly 
a partner and general manager. The com 


pany sells duplicating equipment and 
McCabe with Poly 
chrome ¢ orp. for the past 20) vears, most 


New York 


wis 


supplies. Mr. 


recently as branch manager 
On Committee for Handicapped 


Erik A. Ohlsson, 


Ine., has been appointed a1 


Facit, 
ember of the 

President’ 
Committee on | mployment of the Physi 
Mr. Ohlsson has 


among businessmen 


president of 
Kmplover Committee of the 


enlly been 


Handicapped 
prominent who have 
pioneered the deve lopment of useful jobs 


for the physically handicapped. 
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Simple x0 


[ts re 





To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


° At Less COST 
¢ Less CODING 
¢ Less GROOVING 
¢ Less SORTING 
e Less HANDLING 





MANUFACTURING ¢ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 















tin 4 DEPT. 4 #- 
- "* 45 SECOND STREET 
} @-\ SAN FRANCISCO 5 
Xe CALIFORNIA 





SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS 
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Secretaries Love it! 


THE LOW COST LIBERTY 
COPYHOLDER,. Holds 
copy in full view... 
makes typing easier... . 
speeds work! In 
handsome grey finish 


7” by 9/2", 5° base. 
ONLY 
Own One 
For Every $1.30 
Desk 
EACH 





BANKERS BOX CO. , ts 
720 S. Dearborn St. © Chicago 5, Ill. —~ 











MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


FOR 
— 


MG. CO., INC. 


P. O. BOX 243 






@ BookKkeePrinc 
@ CALCULATING 
@ ACCOUNTIN 

















“conditioned. Write for 
current prices 


350 BROADWAY, NEW YORK 13, N_Y. 
WO 4-1240 © cable: Hodgmach 


NEW, IMPROVED 


FULLY 
GUARANTEED 


Fold: O-matic 


DESK MODEL FOLDING MACHINE 


PRINT-O-MATIC (0. INC 
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Ludwig Sales Manager 
F.G.Ludwig,Ine., #® 

d the ap 

of Louis 


A. Swain as 


announce 
pointment 
general 
The 


manufac 


sales manager. 


company 


tures Contoura-Con 

stat portable photo 

copy equipment. Mr. 

Swain was formerly 

lirector of offic Louis A. Swain 
equipment sales for 

the Ozalid Division of General Aniline 
Film Corp. He had been connected with 
that company for seven years. 

For Visirecord in N.Y. 

Visirecord, Inc., announced that G. 8. 
Piercey, director of advertising, sales pro 
motion and methods, is returning to field 
sales as co-distributor with A. E. Spal- 


thoff in the New York metropolitan area. 
Returns to Rogersnap 
Will 


Business 


Rogers, president, Rogersnap 


that Ar 


company 


Forms Co., announced 
thur Hoffman has rejoined the 
as production manager. Mr. Hoffman 
joined Rogersnap in 1947 and 
manager until 1951 


originally 
served as production 


when he left to form his own business. 


| Clary Announcements 
John E. of York, Pa., 


awarded the annual Vice President ’s Cup 
by Clary Multiplier Corp. 


Rommell was 


as its outstand 


ing dealer district manager in the nation 


for 1954, J. W. Stallings, general sales 
manager, announced. The trophy for 
highest rating in sales, public relations 
and general achievement was presented 


by W. S. 
sales, 
Jack L. sler was appointed mana 
ger of Clary ’s P hiladelphia branch. He 
had been Distriet No 


Watkins, manager of dealer 


Spang 


dealer manager for 


embracing Ohio, Kentucky, Indiana 
and parts of Michigan and West Vi: 
ginia, for three years. 
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Junal Notice 
Manufacturers .... Exporters 


FORMS CLOSE {a 
THIS MONTH 
FOR 1955 ISSUE 


aevisTa oF EQUIPOS FARA OFIKIMN ASG) 


Annually the entire Latin American 
continent will absorb a very im- 
pressive volume of your products. 
There are 19 countries in Latin 
America where all the office equip- 
ment and stationery importers, dis- 
tributors, dealers and larger users 
receive La OFICINA. They keep 


it, refer to it as a guide and refer- 





ence all year long. 
The need for all office products in Latin America is increasing steadily as 
business and industry develop. Tell these prospects and customers about 
vour products in the 1955 La OFICINA. Its advertising rates are low—its 
coverage is complete. Your advertising in La OFICINA is basic to 
establishing and building a profitable Latin American trade. Forms close 


this month. 
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Acco Products, Inc 180 
Acme Adding Machine Service & Sales Corp. 190 
Addo Machine Co 34 
Ajax Time Stamp Co 14 
Alexander Hamilton Institute 7 
Allen Business Machines, Inc., R. C 24, 25 
Amberg File & Index Co 163 
American Cancer Society 12 
American Numbering Machine Co 15) 
American Penci! Co 140 
American Stencil Mfg. Co 179 
Ames Supply Co 159 
Atlas Stencil Files Corp 175 
Autocopy, Inc 188 
Baltimore Salesbook Co 4 
Bankers Box Co 190 
Bernay Products Co 163 
Bogen Co., David 86 
Bohn Duplicator Corp 123 
Borroughs Mfa. Co 77 
Brown Paper Co., L. L 105 
Bruning Co., Charles 27 
Bud Type Cleaner Co 144 
Bunn Co., B 113 
Burroughs Corp 75 
Carter's Ink Co 30, 3! 
Clar-O-Type Co (64 
Clary Multiplier Corp 100 
Cole Steel Equipment Co 36, 37 
Columbia Envelope Co 133 
Columbia Ribbon & Carbon Mfg. Co 60 
Comptometer Dictation Division 153 
Copease Corp 103 
Copy-Craft, Inc 96 
Corbin Wood Products Division 137 
Cotterman, |. D 162 
Coxhead Corp., Ralph C 46, 47 
Cramer Posture Chair Co 129 
Dankers, J. A. Heinrich 188 
Davidson Corp 126, 127 
Dewberry Engraving Co 159 
Dick Co. A. B 95 
Dieh|, G.m.b.H., Heinrich 142 
Ditto, Inc Inner Back Cover 
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Eastern Corp 14] 
Eastman Kodak Co 128 
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Evans Specialty Co 146 
Executive Furniture Co 168 
E-Z Sort Systems, Ltd 189 
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Federal Cash Register Co 184 
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Fisher Pen Co 176 
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Friden Calculating Machine Co 58 
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Gates Associates 21 
General Binding Corp 162 
Gestetner Duplicator Corp 143 
Gilbert Paper Co 15 


192 


Graff Co., George B 
Graphic Systems 
Groveton Papers Co 


Haida Engineering Co 
Haloid Co 
Hammermil!l Paper Co 
Harding Co., Milo 
Heyer Corp 

H. J. J. Co 


Hush-A-Phone Corp 
Hygienic Phone Service, Inc 

indiana Cash Drawer Co 

Industrial Shredder & Cutter Co 

ink Specialties Co. 

Inserting & Mailing Machine Co 
inter-Continental Trading Corp 
international Cash Register & Parts Co 
International Office Appliances, Inc 
Invincible Metal Furniture Co 


Jacronda Mfg. Co 


Kee-Lox Mfg. Co. 
Kline Co... W. R 
Kohihaas Co 


Lefayette Co 

Lansdale Products Corp 

Lee Products Co 

Lee, Roy B 

Letterex Corp 

Letter Press 

Litho Engineering & Research 


Manpower, Inc 

Marchant Calculators, Inc 
Mattson & Associates, Gordon L 
Metalcraft, Inc 

Metal Products Engineering, Inc 
Metal Specialties, Inc 
Metropolitan Typewriter Co 
Millers Falls Paper Co 
Mim-E-O-Stencil Files Co 
Minnesota Mining & Mfg. Co 
Modern Business Forms Mfg. Co 
Monroe Calculating Machine Co 
Moore Business Forms, Inc 
Moore, Inc., 
Morris Co., 


Facing 82, 
38, 


88, 
Bert M 


National Assn. of Cost Accountants 
National Blank Book Co 

National Business Show 

National Cash Register Co 
Neenah Paper Co 

Nettle Mfg. Co 

Norta Distributing Co 

Nu-Arc Co. 


Office Products, inc 

Office Publications Co 

Olivetti Corp. of America 

Ormegraph, S. A 

Outlook Envelope Co 

Ozalid Div.. General Aniline & Film Corp 


191, 


Palson Mfg. Co 

Parsons Paper Co 

Paterson Parchment Paper Co 
Peerless Imperial Co 
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Photostat Corp 


23, 109, 149 

18 

159 

160 

Co 157 

Co 190 

Rapid Roller Co 50 
Regal Typewriter Co 188 
Regna Cash Registers Inc 57, 171 
Remington Rand inc 62 
Replica Products Corp 154 
Rex-O-Graph, Inc 148 
Rite-Line Corp 176 
Rittenhouse Paper Co 22 
Roberts Rubber Co., Weldon 187 
Robotyper Corp 177 
Rogersnap Business Forms 186 
Royal Typewriter Co 98, 99 
Saunders Mfg. Co 190 
Scribe Corp 45 
Shredmaster Corp 150 
Simplex Specialty Co 134 


Smead Mfg. Co 32 
Smith-Corona, Inc Inner Front Cover 








BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year's issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 icr 
your set of two binders (not sold singly) to 
Office Publications Co., 232 Madison Ave., 
New York 16. 
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Southern California Business Show 
Speed-Spacer Co 

Standard Duplicating Machines 

Staplex Co 
Statikil Div 
Storms Co 


Corp 


J. E. Doyle Co 
HM 


Tab Products Co 
Talk, Inc 

Thomas Collators, Inx 
Traveletter Corp 


Underwood Corp Outer Back 


Veeder-Root, inc 
Victor Adding Machine Co 


Wassell Organization 

Wausau Paper Mills Co 

Weber Label & Marking Systems 
Webster Co S 

Western Mfg. Co 

Weston Co., Byron 

Wolber Duplicator & Supply Co 
Worden Co 


Don’t drop 





that screw! 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 

from *0 
to #4” 
screws 


equa menneeeeeneneeens 


THE H.J.jJ. CO. 
268 Marlow Drive @ 
OAKLAND 5, CALIF. 
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Provide Complete Identity 
OW OFTEN have you held a 
form or other piece of printed 
matter from 


some company 


and decided to write or tele- 
phone them? Then you (or your 
secretary) saw there was no com- 


plete mailing address or telephone 
number. So, had to take 
the time to look up this information 
before the letter could be addressed 


someone 


or the telephone number dialed. 
Do the forms, literature and other 
papers, which go beyond the walls 
of your carry 
save 


organization, 
information to 


own 
enough basie 
time for outsiders? These outsiders 


may be your customers, prospects, 
suppliers or the general public. The 
basic information should  inelude 
your company name, complete mail- 
ing address with postal zone, tele- 
phone number, and a cable address 
if you export. Certainly all the data 
should appear on every letterhead, 
business ecard, purchase order, in- 
voice and all promotional material. 
Surprisingly, full mailing addresses 
and telephone numbers are often 
omitted. Telephone service (especial- 
ly toll and long distance) is faster 
when the ealler knows the number 


194 


Good mail service ean be expected 
only when the writer uses a complete 
address. 



















If your forms do contain the above 
information, is it all legible to the 
average person? Even the minority 
with perfect vision find it annoying 
to read the phone number and ad- 
dress on some printed matter. With 
the widespread use of processes such 
as offset lithography, type is often 
reduced so small that a magnifying 
glass is needed to read it. Remember, 
too, that digits are easier to grasp 
than spelled-out words for numbers. 

Printed material which 
convey sufficient legible information 
to outsiders is probably designed by 


doesn ’t 


someone who thinks only of his own 
firm’s needs. He can see his flea- 
size type because he knows the cops 
Then there’s the fellow 
believes telephone numbers 
would mar his letterhead design, or 
maybe the phone company will 
change the number. Loeal phone 
companies ean tell you in advance 
when numbers will be changed. Post- 
al zone numbers, which allow mail 
to be sorted more rapidly and more 
accurately by less experienced postal 


by heart. 
who 


employees, are used spasmodically 


in many instances—on some forms 


and not on others. 

When a form or a piece of litera 
ture is printed, it costs no more to 
have it complete. Don’t make it im- 
possible for outsiders to communi- 
eate with your company unless they 
do some research. Who can beat a 
path to your door in the woods if 
they don’t know which tree you’re 
under? 
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SIMONI 
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$30,000.00 YEARLY!" 


DITTO 


G) 


c 





*This case history, taken from an impartial study, can 
easily be the story of your company . . 

“The Ditto order-and-invoice plan prevents errors be 
cause names, addresses, and items are written only 
once... saves checking and correction time. . . speeds 
orders to shipping point and so speeds merchandise to 
customers. Ditto plan makes earlier payment of ac 
counts receivable resulting in lower interest or carrying 
charges . . . Now just 5 people handle what formerly 
took 15 typists and clerks. What is more, our improved 
forms cost less than those we used with bookkeeping 
machines ...” writes, Mr. H. Carr, Controller, Simoniz Co 
Let us show you, without obligation, how easily Ditto 
One-Writing System can be adapted to your company's 
operation. Mail coupon or write us today. 


SaaS S SE SEEREERERE ESE EEERE EER |S S&S & © 
DITTO inc., 615 So. Oakley Bivd., Chicago 12, i! 
in Canada: DITTO of Canada, Ltd., Toronto, Ontario 
Al no cost of obligation. please send me information on how you can 
save us money, time and effort with DITTO One- Writing System for 
(Order Billing (Production ()Purchasing-Receiving (“jOther 


(Payroll (_jInventory Control (Hospital Admittance 
name, position 

company 

address 

city county state 


AReeeeeeseseseseesesaa 
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Kleen-type is easy to use! Apply a Kleen-type 


strip on the platen, strip off protective paper 
and type a few lines. That's it! No ink-stained 
fingers or harsh liquids to bother with! 





Underwood announces a revolutionary 
new kind of type cleaner—Kleen-type! 


Now! Put an end to the mess and bother of 











cleaning type the time-consuming old-fashioned 






Yeur Inderweed man 
will shew you hew te 
end dirty, blurred, 
nara te read type 

Like thise 


way. Your Underwood man will show vou how 
to get cleaner, better looking letters with new 


Kleen-type. 


This new type cleaner is truly revolutionary. 





You simply apply a Kleen-type strip to the 





platen of the typewriter, set the ribbon at stencil 






position, and type a few lines. That's all there Biter wat. « 
+ upwn 8 ~w te Kleen-+, 
“Ping hag es 


is to it. Kleen-type cleans as you type! The @ cle JPe, 
: Quality , ~~ 8an~c; 
special chemical coating picks up ink, dirt and ys ity look, Ee- ut 
° “O use, Klee “OnOmi ca) 
. > doe ‘ on.ts . ® 4*ACen- ha 
lint from the keys. Best of all, Klee: type can me anc typiere Saves 
“J iS S 
he used over and over again! te for a rahe tempers! 
«fee 


, ; Sam 27 
Write on your business letterhead and Ple! 








we will be glad to send you a free sample! 
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